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Author and Subject Entries 


A 


ACCOUNTING 


Accounting and auditing problems. Carman 
G. Blough. See issues J Accy 

Advanced accounting, 3rd ed. W. E. Karren- 
brock and Harry Simons. South-Western. 
630 p $6.50 

Automation in the accounting curriculum. 
Harry F. Sewell. J Bus Ed 37: 136:37 Ja 

The balance sheet—capital sources and com- 
position. Raymond P. Marple. J Accy 114: 
57-60 N 

Balance sheets for partnerships and proprie- 
-* Miklos S. Nicolson. J Accy 113: 57- 

1 Je 

The business major and elementary account- 
ing. William Markell. J Bus Ed 38: 63- 
64 N 

College accounting, 7th ed. A. B. Carson, J. 
F. Sherwood, and Clem Boling. South- 
Western. 728 p $5.40 

Cost accounting: principles and managerial 
applications. Gerald R. Crowningshield. 
Houghton Mifflin. 696 p $7.75 

Cost accounting, 3rd ed. Adolph Matz, O. J. 
Curry, and George W. Frank. South-West- 
ern. 886 p $7.75 

Current reading. Lauren Walker and Robert 
I. Dickey. See issues J Accy 

Data processing, accounting and business ad- 
ministration. Arthur B. Toan, Jr. J Accy 
114: 43-49 N 

Discussion notes on the basic postulates of 
accounting. Arthur M. Cannon. J Accy 
113: 42-53 F 

Do accountants communicate with smoke sig- 
nals? Nelson J. Gulski. J Bus Ed 37: 189- 
90 F 

Education and professional training. Wilton 
T. Anderson. See issues J Accy 

The establishment of control of a factory 
supplies inventory. John L. Hall. Ball State 
Teachers College, M.A. thesis *61 

The four-year college and education for ac- 
counting. Richard E. Czarnecki. Coll N & 
V 16: 1-4 D 

Have your students considered a career in 
accounting? Edward N. Handal and Joan 
S. Handal. Bus Ed World 43: 16-17 S 

An inquiry to determine the feasibility of per- 
mitting high school bookkeeping students 
to enter a college elementary accounting 
course at times other than the beginning 
of the course. John W. Boyer, Jr. Univer- 
sity of Minnesota, Duluth Campus, M.A. 
thesis 61 

Introduction to accounting. Elwin W. Midg- 
ett. Humphries. 293 p $5 


ACCOUNTING (continued) 


Practitioners forum. Bernard B. Isaacson. See 
issues J Accy 

Preparation for advanced study in accounting. 
James B. Bower. Bus Ed Forum 17: 9-10 
D 


A proposed accounting course for nonac- 
counting majors. Clara H. Radin. San Jose 
State College, M.A. thesis 61; N Bus Ed 
Q 31: 54-550 

Quickie quiz—accounting. George W. Mad- 
ison. Sec 22: 28 Je 

A study of the relationship of the American 
institute of certified public accountants col- 
lege testing program and other selected 
factors to success in accounting. Charles L. 
Cooper. University of Pittsburgh, Ed.D. 
thesis 61 

A study to determine the effect of high school 
bookkeeping upon achievement in elemen- 
tary college accounting. Kenneth A. Dacus. 
East Texas State College, M.B.A. thesis 61 

Systems and procedures for automated ac- 
counting. Clarence B. Randall, Sally W. 
Weimer, and Maynard S. Greenfield. 
South-Western. 616 p $8 

Tax clinic. T. T. Shaw. See issues J Accy 

Teaching procedures in introductory and 
managerial accounting. Frank A. Ross. 
Coll N & V 15: 1-6 My 

Using accounting in business. Robert H. Van 
Voorhis, Clarence L. Dunn, and Fritz A 
McCameron. Wadsworth. 480 p $7.50 

What is wrong with the typical accounting 
curriculum? Arthur C. Kelley. Coll N & V 
16: 7-110 

When is a small retail business successful? 
James K. Stoner. J Bus Ed 37: 233-36 Mr 


ADDONIZIO, Hugh J. 


The role of business education in the balance 
of academic power. Bus Ed Observer 34: 
4-5 Fall 


ADMINISTRATION and supervision 


The administrative implications of supervisory 
problems and techniques. Leslie J. Whale. 
N Bus Ed Q 30: 60-65 My ) 

A concept of supervision. Roman F. Warmke. 
N Bus Ed Q 31-35 My 

Cooperation for better business education 
from the point of view of the school ad- 
ministrator. Lloyd S. Michael. New Images 
for Bus Ed 49-52 

Cooperation for better business education 
from the point of view of the state super- 
visor. Robert Balthasar. New Images for 
Bus Ed 66-71 

The development of leadership in education. 
Willard E. Goslin. New Images for Bus 
Ed 1-17 
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ADMINISTRATION and supervision (continued) 
Directory of city and county supervisors of 
business education, 1961-62. N Bus Ed Q 
30: 87-94 My 
Directory of state supervisors of business 
education, 1961-62. N Bus Ed Q 30: 82-86 
My 
Encouraging professional growth. Milton C. 
Olson. N Bus Ed Q 30: 54-59 My 
Evaluating the effectiveness of business edu- 
cation supervision and administration on 
the national, state, and local levels. Wil- 
liam Selden. N Bus Ed Q 30: 18-22 My 
From the supervisor’s corner. R. D. Bal- 
thaser. Ohio Bus Tchr 22: 8-13 Ap 
History and status of administration and su- 
pervision of business education. Herbert A. 
Tonne. N Bus Ed Q 30:11-17 My 
The ideal department chairman. Elmer R. 
Browning. N Bus Ed Q 30: 42-47 My 
The new supervisor. Ruth H. Gaffga. J Bus 
Ed 38: 109-11 D 
A philosophy of administration and supervi- 
sion. Roland C. Waterman. N Bus Ed Q 
30: 5-10 My 
Post high school accreditation: agencies and 
purposes. John E. Binnion. N Bus Ed Q 
30: 23-30 My 
Qualifications and functions of a _ business 
education supervisor as viewed by Dade 
county business education teachers. Carrol 
E. Waggoner. University of Florida, Ed.D. 
thesis *61 
The role of supervision in business educa- 
tion. Arthur L. Walker. N Bus Ed Q 30: 
36-41 My 
The selection and assignment of staff mem- 
bers. Lloyd V. Douglas. N Bus Ed Q 30: 
48-53 My 
State leadership in business education—a 
vital need. E. Duncan Hyde. Bal Sheet 
43: 291 Mr 
The status and functions of the chief busi- 
ness officer in selected Catholic colleges, 
1959. Sister Maureen Dougherty. Catholic 
University of America, M.A. thesis °61; 
N Bus Ed Q 31: 21-22 O 
The use and abuse of committees. Herbert A. 
Tonne. J Bus Ed 38: 94-95 D 
ADULT education 
Applied personal uses of typewriting b ~_— 
school seniors and adults. Carmella E. 
Nuccio. Ohio State University. M.A. thesis 
61; Ohio Bus Tchr 22: 69-70 Ap; N Bus 
Ed Q 31: 47-48 O 
A study of materials and methods in a be- 
ginning typewriting course for adults. Emil 
J. Stadel. University of North Dakota, 
M.S. thesis 61; N Bus Ed Q 31: 640 
ADVERTISING 
Experiment for advertising classes. R. C. 
Geist. H Points 44: 53-54 Mr 
How to write a good advertisement: a short 
course in copywriting. Victor O. Schwab. 
Harper & Row. 227 p $4.95 
AGNEW, Peter L. and Nicholas J. Cornelia 
Office machines course, 3rd ed. South-West- 
ern. 124 p $1.32 
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AGNEW, Peter L. and William R. Pasewark 
Key-driven calculator course, 4th ed. South- 
Western. 152 p $1.76 
AIKIN, Brenton R. 
Let’s join the community. Bal Sheet 43: 319 


r 
AKENSON, Howard P. 

Senior high school students’ attitudes toward 
careers in retail stores, sales occupations, 
and factors in selecting a career. Univer- 
sity of Minnesota, M.A. thesis "61; N Bus 
Ed Q 31:50 

ALBANITO, Donald M. 

Business education and computers. Advanced 

Megt-Office Exec 1: 30-33 O 
ALCOCK, Gloria 

Shorthand homework from_teacher-made 

tapes. J Bus Ed 37: 322-23 My 
ALEXANDER, Albert 

Teaching about economic growth. Newsletter 

JCEE 8-9, 11 F 
ALEXANDER, Arthelia V. 

Are we preparing students to pass placement 
tests? Bus Ed World 42: 28, 37 My 

Plus quality in human relations spells busi- 
ness success. J Bus Ed 37: 170 Ja 

ALLEN, Roscoe J. 

Advanced shorthand transcription: a second- 

ry program. Amer Bus Ed Y 19: 184- 


An analysis of the relationship between se- 
lected prognostic measures and achieve- 
ment in the freshman program for secre- 
tarial majors at the Woman’s college of 
the university of North Carolina. Pennsyl- 
vania State University, Ed.D. thesis °61; 
N Bus Ed Q 31: 5-6 O; J Bus Ed 38: 75 N 

ALTHOLZ, Gertrude 

Modern typewriting practice, 3rd ed. Pitman. 

352 p $3.96 
ALTIERI, Virginia F. 

Let’s use audio-visual aids to build skill. Bus 
Ed World 42: 12-14 Mr 

Mastering the top row with audio-visual aids. 
Bus Ed World 43: 26-28, 37 O 

ANDERSON, Erma L. 

A study of selected office workers in Anoka 
and Minneapolis, Minnesota. University of 
Minnesota, M.A. thesis ’61 

ANDERSON, Esther E. 

The effectiveness of high school bookkeeping 
and shorthand grades as indicators of col- 
lege success. New York University, Ph.D. 
thesis 61; N Bus Ed Q 31: 6-7 O; Alpha 
Chapter, Delta Pi Epsilon, New York Uni- 
versity, Washington Square, New York 3, 
New York. 32 p 

ANDERSON, George W. 

Machine shorthand—a one-year experiment. 

Bal Sheet 44: 54-56 O 
ANDERSON, Ruth I. 

Motivating the superior typing student. Bus 
Tchg Aid T-11. Prentice-Hall. 2 p Free 

Significant implications of research in short- 
hand and transcription. Amer Bus Ed Y 
19: 49-64 

Strengthening business education through re- 
search. N Bus Ed Q 30: 3 Mr 


To Professional Writing in 1962 


ANDERSON, Wilton T. 

Education and professional training. See 1s- 
sues J Accy 

ANDREASEN, Haakon L. 

A review of current literature on bookkeep- 
ing teaching procedures at the high school 
level. University of Minnesota, Duluth 
Campus, M.A. thesis ’61 

ANDREWS, Margaret E. 
Business education. Amer Voc J 37: 8-10 F 
ARCHER, Fred C. 

Keeping course content up to date. Bus Tchr 
40: 15 S-O 

Office copying equipment. Bus Tchr 39: 15 F 

Perspective, please! Bus Tchr 39: 15 Mr 

Service bureau operation. Bus Tchr 39: 15 
My-Je 

Understanding the employer’s problem. Bus 
Tchr 39: 15 Ap 

Updating telephone technique. Bus Tchr 40: 
11 


ARENSMAN, Ray W. 

A re-examination of the businessman-busi- 
ness teacher relationship. Delta Pi Epsilon 
J 4: 2-9 F 

ARITHMETIC, business 

Accuracy or agony in business mathematics. 
Harry Huffman and Stuart Margulies. Bus 
Tchr 39: 11 Mr 

Arithmetic for business and consumer use, 
2nd ed. Harry Huffman, Ruth M. Twiss, 
and Leslie J. Whale. Gregg. 512 p $4.84 

Ask the experts. Vivian W. Kline. See issues 
Today’s Sec 

Basic fundamentals are needed in business 
arithmetic. Joseph R. Carter. Ohio Bus 
Tchr 22: 71, 85 Ap 

Business arithmetic—the opportunity course. 
Milton C. Olson. Bus Tchg Ajid F-2. 
Prentice-Hall. 2 p Free 

Business statistics, 2nd ed. John R. Stockton. 
South-Western. 642 p $7.75 

Compartmentalization of business mathe- 
matics. Harry Huffman and Stuart Mar- 
gulies. Bus Tchr 39: 11 Ap 

Compound interest—it’s quite simple. Harry 
Lewis. Today’s Sec 65: 32-33, 90 S 

A dozen pointers on teaching business arith- 
metic. I. David Satlow. Bus Ed World 43: 
24, 36S 

The effectiveness of integrating remedial 
arithmetic instruction with the teaching of 
elementary bookkeeping. Sister M. Bona- 
venture Burns. Kansas State College at 
Pittsburg, M.S. thesis 61; N Bus Ed Q 
31:12 O 

The effects of integrating arithmetic instruc- 
tion and drill with first-year, first-semester 
bookkeeping. William F. Sites. Ohio State 
University, M.A. thesis 61; Ohio Bus Tchr 
22: 65, 84 Ap; N Bus Ed Q 31: 62 O 

How to combat forgetting in business mathe- 
matics. Harry Huffman and Stuart Margu- 
lies. Bus Tchr 39: 11-12 My-Je 

Mathematics for business and economics. 
Robert Cissell and Thomas J. Bruggeman. 
Houghton Mifflin. 229 p $4.75 

The painless (?) purchase. Harry Lewis. To- 


ARITHMETIC, business (continued) 

day’s Sec 65: 34-35, 70 O 

Postal info in math. Philip H. Didricksen. 
Bus Ed World 43:10 O 

Programmed business mathematics: concepts, 
skills, and applications. Harry Huffman. 
Gregg. Part One, 224 p $2.25; Part Two, 
208 p $2.25 

Quickie quiz—business mathematics. Edward 
C. Kelly. Sec 22: 23 O 

The salary you never see. Harry Lewis. To- 
day’s Sec 65: 28-29, 68 D 

Show students how to use arithmetic short- 
cuts. I. David Satlow. Bus Ed World 43: 


12-14, 30 D 
Vitalizing business math. Ethel Wieting. J 
Bus Ed 37: 187-88 F 


ARNSTEIN, George E. 

Automation comes to the office. Bal Sheet 

44: 17-18 S 
ASHBY, Wilson | 

Office duplicating. Bus Ed Forum 16: 5 My 

and R. Fragk Harwood 

Brief notes on business and economic edu- 
cation. Amer Bus Ed 17: 189-92 Mr 

ASHMUN, Richard D. 

The use of business decision games in dis- 
tributive education. University of Min- 
nesota, M.A. thesis ’61 

ASSOCIATIONS 

Be professional now! Don L. Crawford. 
Kansas Bus Tchr 15: 3 Mr 

Better business education through coopera- 
tion with professional organizations. Rus- 
sell J. Hosler. New Images for Bus Ed 
60-66 

A decision not lightly made. Sarah C. Cald- 
well. Bus Ed Forum 17: 1 N 

NABTE roster of member colleges and uni- 
versities, 1962-63. N Bus Ed Q 31: 65- 
69 D 

NJBEA becomes automated. Margaret Mor- 
rison. Bus Ed Observer 33: 12-13 Winter 

What’s in it for me? Robert E. Hampton. 
CBEA Bul 19: 2 Ja 

Why attend a workshop? Daniel R. Bona- 
mici. Bus Ed Observer 33: 9, 14 Winter 

Working partners. John Linn. CBEA Bul 19: 
1-2 Mr 

ATKINSON, Virginia S. 

FBLA’s contributions to the department of 
business education. Bus Ed Forum 16: 23 
Ja 

ATWOOD, Dale D. 

Application of topics for inclusion in type- 
writing methodology. Amer Bus Ed Y 19: 
318-24 

The recommended course content for a spe- 
cial methods course in the teaching of 
bookkeeping. Coll of Ed Record 47: 132- 
37 Je; N Bus Ed Q 31: 26-32 D 

A work experience program for future busi- 
ness education teachers. Bus Ed Forum 
16: 21-22, 31 Ap 

AUDIO-VISUAL aids 

Audio-visual teaching aids. Charles Robin- 
son. See issues J Bus Ed 

The chalkboard presentation. Marion Wood. 
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AUDIO-VISUAL aids (continued) 
Bus Ed World 42: 38 My 
An experiment in the use of the skill-builder 
controlled reader in beginning typewriting 
at the secondary level. Mrs. Randall Miller 
Kline. Ohio Bus Tchr 22: 59-60, 82 Ap; 
J Bus Ed 38: 74 N 
Film techniques in distributive education. 
Aaron M. Miller. J Bus Ed 37: 289-90 Ap 
44 shorthand bulletin board ideas. Verda 
Bostrom and others. Alpha Alpha Chapter, 
Delta Pi Epsilon, Colorado State College, 
Greeley, Colorado. 32 p $1.50 
Is your bulletin board becoming a dropout? 
Katharine S. Ramsay. Bus Ed World 43: 
22-24 D 
Let’s use audio-visual aids to build skill. 
Virginia F. Altieri. Bus Ed World 42: 
12-14 Mr 
Make secretarial practice more effective with 
bulletin boards like these. Ruth C. Beede. 
Bus Ed World 42: 30-31 My 
Mastering the top row with audio-visual aids. 
Virginia F. Altieri. Bus Ed World 43: 26- 
28, 37 O 
Records and filmstrip guide for Gregg typ- 
ing/191 series. John Rowe, Alan C. 
Lloyd, and Fred E. Winger. Gregg. 20 
records $65 
Records—20th century typewriting, 8th ed. 
South-Western. $40 
A study of the effectiveness of the overhead 
projector relative to the teaching of book- 
keeping in high school. Martin D. Sing- 
kofer. University of Wisconsin, MS. 
thesis "61; N Bus Ed Q 31: 61-62 O 
The tape recorder. Charles Robinson. J Bus 
Ed 37: 298-99 Ap 
Tapes—20th century typewriting, 8th ed. 
South-Western. $40 
Transparencies for overhead projector—20th 
century bookkeeping and accounting, 22nd 
ed. South-Western. $50 
Visual aids. See issues Bal Sheet 
Visual aids worth seeing. See issues Coll 
N&V 
We made our own film. Angeline Schuster. 
Bus Tchr 40: 7 N-D 
AURNER, Robert R. and Paul S. Burtness 
Effective English for business, 5th ed. South- 
Western. 644 p $4.40 
AUTOMATION 
Automation affects secondary business edu- 
— E. A. Patchen. J Bus Ed 37: 193- 
94 
Automation and business education: prob- 
lems, progress, predictions. Norman F. 
Kallaus. Bus Ed World 42: 9-11, 31 Je 
Automation comes to the office. George E. 
Arnstein. Bal Sheet 44: 17-18 S 
Automation for the layman. Joseph W. Jack- 
son. Ball State C J 33: 5-7, 18 My 
Automation in business and in business edu- 
cation. E. Dana Gibson. Amer Voc J 37: 
18-19 O 
Automation in the accounting curriculum. 
Harry F. Sewell. J Bus Ed 37: 136-37 Ja 
Bookkeeping is data processing. Hamden L. 
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AUTOMATION (continued) 

Forkner. Bal Sheet 43: 268-69 F 

Business education and computers. Donald 
M. Albanito. Advanced Mgt-Office Exec 1: 
30-33 O 

Computer programming by mail. Enoch J. 
Haga. J Bus Ed 37: 252-53 Mr 

Computer provides on-the-job-training. J Bus 
Ed 37: 239-40 Mr 

Consideration of the place of EDP in the 
college curriculum. Robert T. Tussing. 
Coll N & V 16: 5-8 D 

Contract data processing: a review of the 
history and a critical analysis of the func- 
tions performed by contract data process- 
ing. William E. Sparling. State University 
of Iowa, Ph.D. thesis °61 

Convicts learn computer programming. John 
Novak. Bus Ed World 43: 10-11, 31 D 

Data processing, accounting and business 
administration. Arthur B. Toan, Jr. J Accy 
114: 43-49 N 

Data processing and management decision- 
making. Thomas J. Luck. Southern III Bus 
Bul 12: 2-4 Spring 

Data processing in perspective. Leland P. 
Baldwin. Bal Sheet 44: 52-53 O 

The effects of automation in stenographic 
and secretarial positions—a 1961 forecast. 
Mary Anne Sears. Columbia University, 
M.A. thesis 61; N Bus Ed Q 31: 59-60 O 

An electronic data processing system of in- 
ventory control. Arthur A. Machesney. 
University of Maryland, M.B.A. thesis ’61 

Electronic data processing: why? what? 
how? when? James A. Parfet. Bus Ed 
World 42: 9-11, 31 F 

Emerging electronic data processing and its 
relation to office employment and costs, 
1930-1957, and implications for business 
training. M. Adele Frisbie. Alpha Chapter, 
Delta Pi Epsilon, New York University, 
Washington Square, New York 3, New 
York. 30 p 

An experiment in card punch instruction. 
Robert Finch. Bal Sheet 43: 299-301 Mr 

A glossary of useful terms used in electronic 
data processing. Stanford L. Optner. Sec 
22: 28 Jl 

Human ability—the great need in office auto- 
mation. Adaline D. Jones. Bal Sheet 43: 
203-204, 240 Ja 

Implications of automation for business edu- 
cation. Maria Rivero. Cath Bus Ed R 14: 
39-43 Fall 

Lesson ideas for teaching electronic data 
processing principles. Marian Darst. Bus 
Ed World 43: 15-17 O; 34-27 N 

A new twist in business education—data 
processing and business systems. Robert 
Kriegbaum. Bal Sheet 43: 388-92, 431 My 

Office automation, a challenge to business 
education. Adaline D. Jones. Ohio Bus 
Tchr 22: 54-57, 84 Ap 

Office automation: it’s development and its 
effect upon secretarial office practice. 
ao R. Makay. Amer Bus Ed Y 19: 

-74 


Tc 
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AUTOMATION (continued) 

Office workers: how will automation affect 
their careers? Richard A. Johnson. Ad- 
vanced Megt-Office Exec 1: 23-26 F 

On-the-job training in the automated office. 
Warren E. Bock. EBTA J 1: 22-25 Fall 

Our challenge for tomorrow—automation. 
Peggy: Lou Holman. Ball State C J 33: 
8-10, 18 F 

Pre-employment training expected by the 
automated office. David G. Hall. EBTA 
J 1: 28-30 Fall 

Preparing students for the automated offices 
—the role of the high school. Thomas E. 
Halstead. Amer Bus Ed 17: 150-51 Mr 

Preparing students for the automated offices 
—the role of the private business college. 
Roland R. Ream. Amer Bus Ed 17: 148-49 
Mr 

Preparing students for the automated offices 
—the role of the university school of busi- 
ness. Mary Margaret Brady. Amer Bus Ed 
17: 146-48 Mr 

Raw data for business data processing. Rob- 
ert J. Thompson. Bus Ed Forum 16: 12- 
14 F 

The school administrator and automation. 
Dorothy H. Veon. Advanced Megt-Office 
Exec 1: 27-30 S 

Some spurious statistics. Enoch J. Haga. J 
Bus Ed 37: 160-61 Ja 

Systems and procedures for automated ac- 
counting. Clarence B. Randall, Sally W. 
Weimer, and Maynard S. Greenfield. 
South-Western. 616 p $8 

Understanding automation. Enoch J. Haga. 
See issues J Bus Ed 

Your school is not too small for an automa- 
tion show. Gayle A. Stelter. Bus Ed World 
42: 22-23 My 

AYARS, Albert L. 

Standards for developing teaching materials 
in economics by industry. J Bus Ed 37: 
214 F 

AZIERE, Charles B. 

Mother and teacher—a three-part commen- 

tary. Cath Bus Ed R 13: 29-38 Winter 


BACKLUND, D. Howard 
Beginning shorthand students enjoy transcrip- 
tion—at the typewriter. J Bus Ed 37: 
227-28 Mr 
BAHR, Gladys 
Emphasis on economic education. Bus Ed 
World 43: 22-23, 40 O 
The three-way contest. J Bus Ed 37: 274-75 
A 


p 
BAKER, Paul 
See Bass, Bernard M. 
BALDWIN, Leland P. 
Data processing in perspective. Bal Sheet 44: 
52-53 O 


BALDWIN, Woodrow W. 

Business education at the crossroads. 
vanced Megt-Office Exec 1: 34-37 D 

Factors in shorthand speed building. J Bus 
Ed 37: 138-39 Ja 

Teaching the intangibles in shorthand speed 
building. J Bus Ed 37: 191-92 F 

BALTHASAR, Robert 

Cooperation for b«tter business education 
from the point of view of the state super- 
visor. New Images for Bus Ed 66-71 

From the supervisor’s corner. Ohio Bus Tchr 
22: 8-13 Ap 

Guidance in business education. Cath Bus 
Ed R 13: 45-50 Spring 

BAMFORD, Alice M. 

We can improve transcription by smoothing 
the road for transcribers of varying abili- 
ties. Bus Ed World 42: 15-17 Ja 

BANE, Ruth V. 
See Kenny, Jack 
BANGS, F. Kendrick 

Basic business: a springboard to economic 

education. Bus Ed Forum 16: 7 Mr 
BARBER, J. Mac and others | 

A date with your future—money manage- 
ment for the young adult. Institute of 
Life Insurance, 488 Madison Avenue, New 
York 22, New York. 33 p Free 

BARBER, Shirley 

The effectiveness of tachistoscopic training 
in collegiate elementary shorthand. Colo- 
rado State College, Ed.D. thesis 61; J Bus 
Ed 37: 157 Ja 

BARKLEY, Joseph R. 

Vocational office education—an experimental 
program employing specialized instruc- 
tional units. Amer Bus Ed 17: 198-201 My 

BARNOWE, Theodore J. 

Basic human relations concepts: how old 
and how new? Cath Bus Ed R 13: 18-22 
Spring 

BARON, Harold and Solomon C. Steinfeld 

Are you planning to introduce record keep- 
ing? Bal Sheet 43: 393-95 My 

Principles and practices in teaching record- 
keeping. CEA Y 24: 103-108 

BARR, Helen M. 

Observations on recordkeeping in the high 

school. Amer Bus Ed 17: 165-67 Mr 
BARRAS, Sister Mary Joanna 

Transcription achievement of fourth-semester 
shorthand students in selected Catholic 
high schools in the midwest. University of 
Wisconsin, M.S. thesis 61; N Bus Ed Q 
31: 4-5 O 

BARRON, Allan E. 

Attitude is taught by professional example. 
P-H Bus Ed Newsletter 11: 3 Spring 

Emphasis on accuracy in clerical work. Bus 
Tchg Aid H-4. Prentice-Hall. 2 p Free 

BARRY, Marguerite M. 

Building skill for promotion. J Bus Ed 37: 

266 Mr 
BARTHOLOMEW, Joan Marcille 

Selectrics for beginners? Bal Sheet 44: 59-60, 

95 O 
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BARTON, Thomas S. 
The need for clerical education in a rural 
trading center. Bus Ed Forum 16: 30 My 
BASIC business education 
Add realism to your unit on stocks and 
bonds. Ronald E. Fisher. Bus Ed Observer 
34: 18-21 Fall 
Are economic understandings developed 
through general business? Ray G. Price 
and Marvin A. Clark. J Bus Ed 38: 58-60 
N 


Basic business: a springboard to economic 
education. F. Kendrick Bangs. Bus Ed 
Forum 16: 7 Mr 

Basic business and the superior student. 
Gerald A. Porter and others. Bus Ed 
Forum 16: 16-17 Ja 

Basic knowledge of business and economics 
essential to everyone. Gerald W. Maxwell. 
CBEA Bul 19: 10, 12 Mr 

Brief notes on business and economic educa- 
tion. Wilson Ashby and R. Frank Har- 
wood. Amer Bus Ed 17: 189-92 Mr 

Bringing business into basic business. James 
W. Crews. Bus Ed Forum 16: 31, 33 My 

Business interest—compounded. Helen Smith 
Cloyd. Bus Ed World 42: 6-7 F 

Business teacher preparation for teaching 
economic understandings. Ray G. Price 
and Russell J. Hosler. Bus Ed Forum 16: 
23-24, 34 My 

Buyers’ understanding of property and casu- 
alty insurance. William Oscar Collins. 
Indiana University, Ed.D. thesis ‘61; N 
Bus Ed Q 31: 17 O 

The challenges and opportunities of indi- 
vidual differences. Orus R. Sutton. Bus Ed 
Forum 16: 19-20 F 

Checks and balances. Harry Lewis. Today’s 
Sec 65: 34-36, 75 N 

A compilation of devices for teaching gen- 
eral business. William F. Greene. Univer- 
sity of Tennessee, M.S. thesis 61; N Bus 
Ed Q 31: 28 O 

The concept approach to education in per- 
sonal and family finance. Gerald A. Porter. 
Topics 12: 2-6 Fall 

A date with your future—money manage- 
ment for the young adult. J. Mac Barber 
and others. Institute of Life Insurance, 
488 Madison Avenue, New York 22, New 
York. 33 p Free 

Developments in basic business. John Pi- 
neault. Ball State C J 33: 10-13 My 

Dynamic teaching of business-economic 
courses. Tommy Lou Smith. Bus Ed 
Forum 17: 21, 32 D 

Economic education and the malady of in- 
difference. R. Der Mont Bell. Bus Ed 
Forum 16: 12-14 Mr 

Effective teaching techniques for general 
business—directing projects. I. David Sat- 
low. Bus Ed World 42: 29-31 Ja; Prepar- 
ing posters. 26-27 F; Making use of dra- 
matic activities. 52-53 Mr; Telling stories. 
31-32, 36 Ap; Conducting field trips. 33-35 
My; Directing committee work in the 
classroom. 27-30 Je 
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BASIC business education (continued) 


Emphasis on economic education. Gladys 
Bahr. Bus Ed World 43: 22-23, 40 O 

An evaluation instrument in family finance. 
Venetta B. Kell. University of Oklahoma, 
Ed.D. thesis 61; J Bus Ed 37: 201 F 

Evaluation of the education in family finance 
workshop. Joyce Williamson. University 
of Georgia, M.Ed. thesis 

Expanding horizons in general business train- 
ing. Dwight H. Warren. Bal Sheet 44: 112- 
13, 142 N 

Financial planning—first step in management. 
Floride Moore. Topics 11: 1-4 Spring 

Fundamentals of risk insurance. Mark B. 
Greene. South-Western. 814 p $8 

General business in the secondary school 
program. Stephen J. Turille. Bal Sheet 44: 
61-62, 82 O 

General business is economic. education. 
Richard Brown. CBEA Bul 19: 4 Ja 

Help for the harried—western union to the 
rescue. Today’s Sec 64: 24 Ja 

Is your general business testing program ade- 
quate? Harold Steinhauser. Bus Ed Forum 
17: 23, 28 N 

Meet Timothy Tickertape, general business 
expert. Bessie Beecham. Bal Sheet 44: 162, 
181 D 

Moderns make money behave. Amanda Eber- 
sole and others. Institute of Life Insurance, 
488 Madison Avenue, New York 22, New 
York. 35 p Free ’61 

Money talks. Sec 22: 14-15 My 

A new approach to general business. Ray L. 
Jones. Bus Ed Forum 16: 27, 30 Ap 

A recipe for economic suicide. Hamden L. 
Forkner. Bus Ed Forum 16: 9-12 Mr 

Recommended content for a special methods 
course in the teaching of social business 
subjects. Wilmer O. Maedke. N Bus Ed 
Q 31: 33-41 D 

Social security amendments. Bal Sheet 43: 
238 Ja 

A stimulant for the general business class. 
R. J. Gresock. J Bus Ed 37: 241-42 Mr 

A study of the general business skills and 
knowledges possessed by students enrolled 
in Bransford high school, Springfield, Ten- 
nessee. Idella S. Willis. Tennessee A & I 
State University. M.S. thesis ’61 

Teach bank statement reconciliation realisti- 
cally. Marian H. Thorne. Bus Ed World 
43: 23,41 N 

Teach income taxes to high school students. 
Kenneth A. Jorstad. Bal Sheet 43: 207- 
208, 240 Ja 

Teaching introduction to business by closed- 
circuit television. Harold M. McGrath. 
Amer Bus Ed 17: 235-38 My 

Teaching thrift. Brother Leonard. P-H Bus 
Ed Newsletter 12: 1 Fall 

Teaching through testing in general business. 
Forrest L. Mayer. Bus Tchg Aid B-S. 
Prentice-Hall. 2 p Free 

Ten ways to motivate general business stu- 
dents. Mary M. Brady and Ethel Hale 


Te 
BA 


B, 


B. 


To Professional Writing in 1962 


BASIC business education (continued) 
Blackledge. Bus Ed World 42: 19-21, 35 
A 
Too many captains in economic education! 
Herbert A. Tonne. J Bus Ed 37: 180-81 F 
Transportation—a teaching tool for business. 
Martin F. Schmidt. Bus Ed Forum 16: 
15-17 ‘Mr 
Use sources of business information. Polly 
Ann Picard. Bus Ed World 43: 5S 
Using role playing in teaching family 
finance. Helen M. Thal. Topics 11: 1-4 
Fall °61 
You ... your car and travel. Michael Ta- 
tich. Today’s Sec 64: 24, 53 Ap 
BASS, Bernard M. and Paul Baker 
A secretary’s lot is a happy one. Sec 22: 
4-8 Ap 
BATES, Athena B. 
World affairs seminar for certified profes- 
sional secretaries. Sec 22: 20-22 N 
BATISTE, John 
A study of strengths and the weaknesses of 
business education in Pennsylvania public 
secondary schools through an analysis of 
evaluative criteria reports. University of 
Pittsburgh, Ed.D. thesis °*61 
BATY, Wayne M. 
Business communication and 
Wadsworth. 224 p $3.95 
BAUERNFEIND, Harry B. 
See Fasnacht, Harold D. 
BAUMGARTNER, Peter 
Metallurgical engineering terms in Gregg 
shorthand. Today’s Sec 64: 43-44 F 
BEAMER, Esther K., J Marshall Hanna, and 
Estelle L. Popham 
Effective secretarial practice, 4th ed. South- 
Western. 746 p $6.25 
BECKER, Esther R. 
How to be an effective executive secretary. 
Harper & Row. 211 p $4.50 
BECKER, Sister Mary Ann 
A study of business education in the Catholic 
secondary schools of the archdiocese of 
Dubuque. State University of Iowa. M.A. 
thesis 61 
BECKETT, Alvin C. 
Quickie quiz—business law. Sec 22: 8 My 
BECKMAN, Theodore N. and William R. 
Davidson 
Marketing, 7th ed. Ronald. 873 p $8 
BECKNER, Caroline 
It was worth a year’s education. Bus Ed 
World 43: 25-26, 34 D 
BEDORF, Rhoda 
If you work in an office in New Zealand. 
Bus Tchr 40: 19 N-D 
BEECHAM, Bessie 
Meet Timothy Tickertape, general business 
expert. Bal Sheet 44: 162, 181 D 
BEEDE, Ruth C. 
Make secretarial practice more effective with 
bulletin boards like these. Bus Ed World 
42: 30-31 My 
BELL, Duane Guy 
An evaluation of the economic literacy of 
the graduating seniors of Austin high 


typewriting. 


BELL, Duane Guy (continued) 
school, Austin, Minnesota. Mankato State 
College, M.S. thesis 61; N Bus Ed Q 31: 
9-10 O 

BELL, R. Der Mont 

Economic education and the malady of in- 

difference. Bus Ed Forum 16: 12-14 Mr 
BELL, Robert P. 
Society’s voice and people’s needs. Ball State 
J 34: 4-5 N 
BENNETT, Robert J. 

Construction of a colored slide series and 
tape recording on consumer cooperatives. 
San Jose State College, M.A. thesis ’61 

BENSON, Harry 

Airline terms in Gregg shorthand. Today’s 

Sec 64: 53-54 Mr 
BENSON, Loren L. and Harold Toupin 

Counseling for career development through 
distributive education. Bus Ed Forum 16: 
10-12 Ap 

BERGNER, Louise C. 

Team teaching in typewriting. Amer Bus Ed 

17: 249-51 My 
BIBLIOGRAPHY 

Bibliography (for secretarial education). E. 
L. Marietta. Amer Bus Ed Y 19: 393-400 

The book shelf. See issues J Bus Ed 

Business education index—1961. Louis C. 
Nanassy, ed. Gregg. 68 p 

Current reading. Lauren Walker and Robert 
I. Dickey. See issues | Accy 

Current thought on teaching bookkeeping. I. 
David Satlow. J Bus Ed 38: 20-22 O 

Have you read. Jack Yuen. See issues CBEA 
Bul 

Literature worth reading. See issues Coll N 


V 
New books worth reading. See issues ABWA 
Bul 
New for you. See issues Bus Ed Forum 
Review of new literature. See issues Bal Sheet 
Secretarial bookshelf. See issues Today’s Sec 
The secretary’s library. See issues Sec 
Selected references for the teacher of super- 
ior students. Bus Ed Forum 16: 17 Ja 
Worthy of reference. Doris M. Graff. See 
issues Advanced Megt-Office Exec 
BICKERSTAFF, Malvine K. 
A picture ... and a letter subject? Gregg 
notehand. Bus Tchr 39: 7 F 
BIGLER, George S. 
All for work experience. Bus Ed Forum 16: 
32 My : 
BINNION, John E. 
Post high school accreditation: agencies and 
purposes. N Bus Ed Q 30: 23-30 My 
BIRCHARD, Carl W. 
The occupation with the black eye. Bus Ed 
Newsletter 10: 9, 14 D 
BISHOP, George W., Jr. 
Business history: its value in a college of 
business administration. Coll N & V 16: 
3-6 O , 
BIXBY, Gladys 
How a conference and a trip improved my 
oe practice courses. Bus Ed World 42: 








BLACKLEDGE, Ethel Hale 
Relate figures of speech to the business 
world. Bus Ed World 43: 21, 38 O 
See also Brady, Mary M. 
BLACKLEDGE, Walter L. and Ethel Hale Black- 
ledge 
11 ways to interest students in business law. 
Bus Ed World 43: 29-32 N 
BLACKSTONE, Bruce |. 
Changing manpower needs for office posi- 
tions. Amer Bus Ed Y 19: 28-46 
Educating for office careers. P-H Bus Ed 
Newsletter 11: 1 Spring 
The office worker and his education. J Bus 
Ed 38: 27 O 
BLAKE, William H. 
Significant changes in our economy. Amer 
Bus Ed 17: 143-45, 188 Mr 
BLISS, Barbara 
Teaching the transition to the electric type- 
writer. Typ News 32 
BLOCHER, Donald H. 
See Tennyson, W. Wesley 
BLOUGH, Carman G. sa aapeit 
Accountj ing problems. See issues 


ys AL 
BOCK, Warren E. 

On-the-job training in the automated office. 

EBTA J 1: 22-25 Fall 
BOGGESS, Violet F. 

How we teach our students to care for their 
typewriters. Typ News 32: 4 

A survey of selected offices in Portage 
county, Ohio, to determine equipment 
needed and content for a high school office 
machines course. Ohio Bus Tchr 22: 61- 
62 Ap 

BOGGS, Lohnie J. 

Basic considerations for secretarial office 
practice. Amer Bus Ed Y 19: 352-70. 

See also Tate, Donald J. 

BOLIN, Robert R. 

A survey of businessmen to determine the 
value of high school bookkeeping instruc- 
tion. University of Wisconsin, M.S. thesis 
61; N Bus Ed Q 31: 10-11 0 

BOLING, Clem 
See Carson, A. B. 
BONAMICI, Danie! R. 

Why attend a workshop? Bus Ed Observer 

33: 9, 14 Winter 
BONNER, William H. 

Style preferences for marketing research re- 
ports. Ohio State University, Ph.D. thesis 
61; ABWA Bul 27: 21-22 D 

BOOKKEEPING 

An approach to the teaching of bookkeeping. 
Esther D. Flashner. CEA Y 24: 97-102 

Are you planning to introduce record keep- 
ing? Harold Baron and Solomon C. Stein- 
field. Bal Sheet 43: 393-95 My 

Ask the experts. J Marshall Hanna. See 
issues Today’s Sec 

Bookkeeping, accounting, and related office 
education. Harry Huffman and others. 
NABTE Bul 76: 26-27 

Bookkeeping and related economic learning. 


Business Education Index 


BOOKKEEPING (continued) 
_— J. Mason. Bus Ed Forum 17: 13 


temiie and semantics. I. David Satlow. 
J Bus Ed 38: 105-106 D 

Bookkeeping and the superior student... Lloyd 
V. Douglas and others. a. Forum 
16: 15 Ja 

Bookkeeping as.a part of thsstenographic, 
clerical, and distributive occupations pro- 
grams. Weston C. Wilsing. Bus Ed Forum 
17: 7-8, 16 D 

Bookkeeping as preparation for employment. 
Harry Jasinski. Bus Ed Forum 17: 14-15 D 

Bookkeeping for personal use. Charles Rein- 
muth. Bus Ed Forum 17: 11-12, 24 D 

Bookkeeping is data processing. Hamden L. 
Forkner. Bal Sheet 43: 268-69 F 

Bookkeeping objectives, Grant Union high 
school. Gilbert E. McMillan. Sacramento 
State College, M.A. thesis °61 

Bookkeeping objectives in perspective. Rob- 
ert M. Kessel. Bus Ed Forum 17: 5 D 

Bookkeeping test. See issues Bus Tchr. 

Can you justify your bookkeeping course? 
Robert D. MacDonald. Bus Ed World 43: 
34, 39 O 

Correlating bookkeeping instruction with in- 
come tax preparation for, businesses. Ed- 
mund M. Longo. Bus Jchr 39: 12 Ap 

Current thought on teaghing bookkeeping. I. 
David Satlow. J Bus Ed 38: 20-22 O 

Developments in bookkeeping. Gilbert Kahn. 
Ball State C J’33: 3-5, 13 F 

Do-it-yourself “ bookkeeping practice sets. 
Monica Z. Greco. J Bus Ed 37: 279-80 Ap 

The effectiveness of high school bookkeeping 
and #horthand grades as indicators of col- 
lege success. Esther E. Anderson. New 

- York University, Ph.D. thesis 61; N Bus 


_& Ed Q 31: 6-7 O; Alpha Chapter, Delta Pi 


Epsilon, New York University, Washing- 
ton Square, New York 3, New York. 32 p 

The effectiveness of integrating remedial 
arithmetic instruction with the teaching of 
elementary bookkeeping. Sister M. Bona- 
venture Burns. Kansas State College at 
+ a ae M.S. thesis 61; N Bus Ed Q 31: 
l 


The effects of integrating arithmetic instruc- 
tion and drill with first-year, first-semester 
bookkeeping. William F. Sites. Ohio State 
University, M.A. thesis 61; Ohio Bus Tchr 
22: 65, 84 Ap; N Bus Ed Q 31: 62 O 

How to improve instruction of bookkeeping. 
M. Herbert Freeman. CBEA Bul 19: 11, 
14 Mr 

Identifying and teaching the more capable 
bookkeeping student. Lewis D. Boynton. 
Bus Ed Forum 16: 25, 31 Ap 

Individual differences in bookkeeping. Carl 
E. Wolters, Jr. Bus Ed World 43: 7-8 O 

The integration of some principles of busi- 
ness management into beginning book- 
keeping through the use of case problems. 
Sally Ann Jefferson. State College of Iowa, 
M.A. thesis 61; N Bus Ed Q 31: 360 

Let’s teach bookkeeping to the college-bound 
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BOOKKEEPING (continued) 
student. Hubert H. Green. Bus Ed Forum 
7: ah af @ 

Mediocrity or mastery in bookkeeping? V. 
E. Breidenbaugh. Bus Ed Forum 16: 28, 
31 Mr 

Modernize your business curriculum: intro- 
duce .recordkeeping. Richard G. Shaffer. 
Bus Ed Forum 17: 21, 25 N 

Observations on recordkeeping in the high 
school. Helen M. Barr. Amer Bus Ed 17: 


165-67 Mr 
On education in bookkeeping. Inter Rev for 
Bus Ed 60: 105-107 N 


Predicting achievement in bookkeeping. Jef- 
frey R. Stewart. Amer Bus Ed 17: 161-62 
Mr - 

Preparation for advanced study in account- 
ing. James B. Bower. Bus Ed Forum 17: 
9-10 D 

Principles and practices in teaching record- 
keeping. Harold Baron and Solomon C. 
Steinfield. CEA Y 24: 103-108 

The rationale for bookkeeping and account- 
ing in public school curriculums, 1821- 
1961. Ruth A. Wallace. San Jose State 
College, M.A. thesis 61; N Bus Ed Q 31: 
69-70 O 

The recommended course content for a spe- 
cial methods course in the teaching of 
bookkeeping. Dale D. Atwood. Coll of Ed 
Record 47: 132-37 Je; N Bus Ed Q 31: 
26-32 D 

Record keeping prevents bookkeeping head- 
aches. Dorothy N. Ellwanger, L. J. Mc- 
Kinley, and Sara A. Worman. Bal Sheet 
44: 67-68 My 

Relating student information to bookkeeping 
instruction. Roger Shull. J Bus Ed 37: 
324-25 My 

A review of current literature on bookkeep- 
ing teaching procedures at the high school 
level. Haakon L. Andreasen. University of 
Minnesota, Duluth Campus, M.A. thesis 


Rockets and bookkeeping practice sets. Jean 
K. Wood. Bal Sheet 43: 247-48, 288 F 
Set up student teams to work bookkeeping 
practice sets. Ethel Hart. Bus Ed World 
42: 26, 34 Ja 

A study of the effectiveness of the overhead 
projector relative to the teaching of book- 
keeping in high school. Martin D. Sing- 
kofer. University of Wisconsin, M.S. thesis 
61; N Bus Ed Q 31: 61-62 O 

A study to determine adequacy of the book- 
keeping curriculum in meeting the needs 
of firms employing graduates of St. James’ 
business school, Baltimore, Maryland, 
from the years 1957, 1958, and 1959. 
Sister Mary Evina Wahl. Catholic Univer- 
sity of America, M.A. thesis °61 

A study to determine the effect of high school 
bookkeeping upon achievement in elemen- 
tary college accounting. Kenneth A. Da- 
cus. East Texas State College, M.B.A. 
thesis °61 

A study to determine the values of student 


BOOKKEEPING (continued) 

participation in school activity records to 
increase student knowledge and under- 
standing of bookkeeping. Don A. List. 
Ohio Bus Tchr 22: 72, 83 Ap 

Successful devices in teaching bookkeeping. 
Earl S. Grant. Walch. 249 p $3 

Supplementary materials for teaching second- 
year bookkeeping in high school. Alexan- 
der H. Gerlitz. Sacramento State College, 
M.A. thesis 61; N Bus Ed Q 31: 27 O 

A survey of businessmen to determine the 
value of high school bookkeeping instruc- 
tion. Robert R. Bolin. University of Wis- 
consin, M.S. thesis 61; N Bus Ed Q 31: 
10-11 O 

Teaching business forms in the bookkeeping 
class. I. David Satlow. EBTA J 1: 19-21 
Fall 

Ten ways to motivate bookkeeping students. 
Mary M. Brady and Ethel Hale Black- 
ledge. Bus Ed World 42: 23-24, 34 F 

Transparencies for overhead projector—20th 
Century bookkeeping and _ accounting, 
22nd ed. South-Western. $50 

Try multiple practice sets! John A. Dett- 
mann. Bus Ed Forum 16: 28-29 My 

20th century bookkeeping and accounting, 
22nd ed. Paul A. Carlson, Hamden L. 
Forkner, and Lewis D. Boynton. South- 
Western. 532 p $3.72 

Use student teams to teach bookkeeping. 
Hamden L. Forkner. Bal Sheet 43: 347-48 


Ap 

The validity of an aptitude test for record- 
keeping and bookkeeping. Oscar Jehu 
Byrnside. Virginia Polytechnic Institute, 
M.S. thesis 61; N Bus Ed Q 31: 13-14 0 

Whither bookkeeping? Robert M. Swanson. 
Bus Ed Forum 16: 18, 23 F 

Why teach recordkeeping? Richard G. Shaf- 
fer. Amer Bus Ed 17: 167-69 Mr 

BOSTROM, Verda and others 

44 shorthand bulletin board ideas. Alpha 
Alpha Chapter, Delta Pi Epsilon, Colo- 
— _ College, Greeley, Colorado. 32 

1.5 
BOTTAMILLER, Irene 
Better letters. Sec 22: 4-7 D 
BOWER, James B. 

Preparation for advanced study in account- 

ing. Bus Ed Forum 17: 9-10 D 
BOYER, John W., Jr. 

An inquiry to determine the feasibility of 
permitting high school bookkeeping stu- 
dents to enter a college elementary ac- 
counting course at times other than the 
beginning of the course. University of 
Minnesota, Duluth Campus, M.A. thesis 
61 

BOYER, W. B. 

What industry wants of business school grad- 

uates. J Bus Ed 37: 151-52 Ja 
BOYNTON, Lewis D. 

Identifying’ and teaching the more capable 
bookkeeping student. Bus Ed Forum 16: 
25, 31 Ap 

See also Carlson, Paul A. 
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BRADY, Mary 
See Kasper, Marita 
BRADY, Mary Margaret 

A new contour for the general clerical pro- 
gram. Bus Ed Forum 16: 5-7 F 

Preparing students for the automated offices 

—the role of the university school of busi- 
ness. Amer Bus Ed 17: 146-48 Mr 
and Ethel Hale Blackledge 

Ten ways to motivate bookkeeping students. 
Bus Ed World 42: 23-24, 34 F 

Ten ways to motivate general business stu- 
dents. Bus Ed World 42: 19-21, 35 Ap 

Ten ways to motivate shorthand students. 
Bus Ed World 42: 27-28, 32 Ja 

BRADY, William J., Jr. 

Career development through the club. Bus 

Ed Forum 16: 16 Ap 
BREIDENBAUGH, V. E. 

Mediocrity or mastery in bookkeeping? Bus 

Ed Forum 16: 28, 31 Mr 
BRICKNER, John C. 

Achieving proper balance in the business 
curriculum. Cath Bus Ed R 13: 48-50 
Summer 

BRITTAIN, James J. 

A study of fringe benefits paid by selected 
Emporia, Kansas, firms. Kansas State 
Teachers College, M.S. thesis °61 

BROBECK, Evelyn 

Increasing dictation rates at intervals of 5 
words a minute gets results in shorthand. 
Bus Ed World 42: 20 My 

BROOKS, W. Douglas 

See Rulon, Phillip J. 

BROTHER Clement 

A Catholic guidance program for today and 
tomorrow. Cath Bus Ed R 13: 35-39 Sum- 
mer 

BROTHER Leonard 

Teaching thrift. P-H Bus Ed Newsletter 12: 

1 Fall 
BROWER, Walter A. 

The countdown in business education. Bus 

Ed Observer 33: 3-5, 12 Spring 
BROWN, James 

Cases in business communications. Wads- 

worth. 300 p $2.95 
BROWN, James G. 

A status study of business education in the 
public secondary schools of Maryland for 
1960-61. University of Maryland, Ed.D. 
thesis 61 

BROWN, Richard D. 

Become a top-notch teacher. J Bus Ed 38: 
115 D 

General business is economic education. 
CBEA Bul 19: 4 Ja 

BROWN, William C. 

An evaluation of the course offerings and 
requirements in the secretarial science cur- 
riculum at Hampton institute. J Bus Ed 
37: 201 F 

BROWNELL, C. W. 

See Green, J. J. 

BROWNING, Elmer R. 

The ideal department chairman. N Bus Ed Q 

30: 42-47 My 
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BRUCK, Sister Mary Denis 

A survey of initial employment opportunities 
in office occupations for graduates of New- 
man central Catholic high school, Sterling, 
Illinois, with implications for curriculum 
revision, 1958. Catholic University of 
America, M.A. thesis 61; N Bus Ed Q 
31: 110 

BRUGGEMAN, Thomas J. 

See Cissell, Robert 

BRYSON, H. T. 

Typing at Shelby junior high school. Nat 

Assn Sec Sch Prin Bul 46: 131-32 O 
BUCKLEY, Louis F. 

Changing composition of labor force. Cath 
Bus Ed R 14: 27-32 Fall 

Racial discrimination and the manpower 
needs of the 1960’s. Cath Bus Ed R 13: 
34-40 Spring 

BULGER, Paul G. 

The education of teachers in the next decade. 

NABTE Bul 76: 4-11 
BURNS, Sister M. Bonaventure 

The effectiveness of integrating remedial arith- 
metic instruction with the teaching of ele- 
mentary bookkeeping. Kansas State Col- 
lege at Pittsburg, M.S. thesis 61; N Bus 
Ed Q 31: 120 

BURNS, W. M., Jr. 
Seeing the full scope of your job. Sec. 22: 
-9,32 N 
BURRAS, Darrell V. 
The business teacher and the business com- 
munity. J Bus Ed 37: 149-50 Ja 
and Verda K. Jackson 

Manual vs. electronic typewriters for begin- 

ning classes. CBEA Bul 19: 6, 9 Mr 
BURTNESS, Paul S. 
See Aurner, Robert R. 
BUSHER, James R. 

A study of distributive education programs 
in selected public community colleges. 
Kent State University, M.A. thesis ’61; N 
Bus Ed Q 31: 13 O 

BUSINESS and business education 

Building skill for promotion. Marguerite M. 
Barry. J Bus Ed 37: 266 Mr 

The business teacher and the business com- 
munity. Darrell V. Burras. J Bus Ed 37: 
149-50 Ja 

The businessman comments on the business 
graduate of 1976. J. J. Green and C. W. 
Brownell. Amer Bus Ed 17: 173-75, 188 
Mr 

Christian education and the business world. 
Blaise J. Opulente. Cath Bus Ed R 13: 
12-17 Spring 

Cooperation for better business education 
from the point of view of the business- 
man. James R. Taylor. New Images for 
Bus Ed 52-60 

A definitive study of the duties of training 
directors in selected Bay area firms. Dexter 
K. Griffith. San Francisco State College, 
M.A. thesis 61; N Bus Ed Q 31: 31 0 

How can the high school best serve the needs 
of our community? Edgar S. Everhart. 
CBEA Bul 19: 5-6 Ja 
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BUSINESS and business education (continued) 

Let’s join the community. Brenton R. Aikin. 
Bal Sheet 43: 319 Mr 

Let’s make every day B-I-E day. Jean C. 
Fowler. Bus Ed World 43: 21-22 N 

Promotion of economic education in the high 
school by economic organizations. Joseph 
A. Lesak. Illinois State Normal University, 
M.S. thesis 61; N Bus Ed Q 31: 39 O 

A re-examination of the businessman-busi- 
ness teacher relationship. Ray W. Arens- 
man. Delta Pi Epsilon J 4: 2-9 F 

Survey local businesses. Ruby B. Knox. Bal 
Sheet 43: 244-46, 288 F 

A survey of foundations and organizations 
providing materials for use in business 
and economic education. Robert A. Seibel. 
University of Minnesota, M.A. thesis ’61 

Try an advisory committee. Ronald W. Hall- 
strom. Bus Ed Forum 17: 17, 32 D 

What industry wants of business school 
graduates. W. B. Boyer. J Bus Ed 37: 151- 
52 Ja 

BUSINESS correspondence 

The book-interview approach to organized 
report writing. Dale E. Shaffer. Ohio Bus 
Tchr 22: 29-35, 83 Ap 

Business communication and_ typewriting. 
Wayne M. Baty. Wadsworth. 224 p $3.95 

Business correspondence in practice, 3rd ed. 
Ralph S. Handy. Pitman. 253 p $2.80 

Business letter writing in high school. Carlene 
Wright. Ball State C J 33: 16-17 My 

Business letters. Irene Bottamiller. Sec 22: 
4-7 D 

Business writing courses in U. S. colleges 
and universities. William J. Lord, Jr. 
ABWA Bul 26: 17-21 Ap 

Business writing in the space age curriculum. 
Raymond V. Lesikar. ABWA Bul 26: 12- 
17 Mr 

Content and trends of basic college business 
writing courses that include business let- 
ter writing. Herta A. Murphy and Charles 
E. Peck. ABWA Bul 27: 11-33 O 

Elements of technical report writing. Paul M. 
Zall. Harper & Row. 208 p $3.25 

Evaluative criteria for a collegiate program 
in basic written business communication. 
Orolyn Clark. University of California 
(Los Angeles), M.A. thesis 61; N Bus Ed 
Q 31: 16-17 O 

Executive Utopia: better reports and fewer 
of them. Richard C. Gerfen. ABWA Bul 
26: 4-11 F 

How to write letters they'll want to read. 
Clarence B. Randall. ABWA Bul 26: 7-10 
A 

Let's broaden our perspective in technical 
writing. Frank E. Ryerson, Jr. ABWA Bul 
26: 25-29 Mr 

Managing words! Leon R. Hay. Advanced 
Megt-Office Exec 1: 35-38 Je 

Military correspondence: Air Force format 
letter. Today’s Sec 64: 33-34 Je 

Military correspondence: Navy format letter. 
Today’s Sec 64: 33-34 Mr 

The modern look in business letter arrange- 


BUSINESS correspondence (continued) 

ment. Edward A. Perkins, Jr. and Robert 
E. Wiper. Bus Tchr 39: 5 My-Je 

A plan for the use of the case method in 
teaching business letter writing. David M. 
Robinson. ABWA Bul 27: 23-27 D 

Quickie quiz—business correspondence. Ed- 
ward C. Kelly. Sec 22: 28 S 

Style preferences for marketing research re- 
ports. William H. Bonner. ABWA Bul 27: 
21-22 D 

Subject: military correspondence. 
Shea. Today’s Sec 64: 18-20, 54 F 

Teaching businessmen to write. Henry E. 
Francis. ABWA Bul 27: 8-10 D 

Teaching methodology: Is a letter writing 
or basic communications teaching ap- 
proach more effective in helping students 
improve their writing abilities? Virgil E 
Harder. ABWA Bul 27: 11-16 D 

A test to determine the relative effectiveness 
of different styles, colors, and return or- 
der solicitation methods in sales letters. 
Donald S. Wakefield. J Bus Ed 38: 116 D 

Trends in business correspondence. John 
Rowe. CBEA Bul 19: 14 Mr 

Writing for business and industry. Earl P. 
Strong and Robert G. Weaver. Allyn & 
Bacon. 472 p $7.50 

BUSINESS education 

Advanced placement for business education. 
Robert S. Ghent. J Bus Ed 37: 245-46 Mr 

Are we alert on the highway to business? 
Shirley Morrill. Bal Sheet 44: 3 S 

Better business education through coopera- 
tion with professional organizations. Rus- 
sell J. Hosler. New Images for Bus Ed 
60-66 

Business education. Margaret E. Andrews. 
Amer Voc J 37: 8-10 F 

Business education. Ray G. Price. Rev of 
Ed Research 32: 411-17 O 

Business education and vocational prepara- 
tion. R. B. Russell. Bus Ed Newsletter 9: 
3-4, 13 F 

Business education at the crossroads. Wood- 
row W. Baldwin. Advanced Megt-Office 
Exec 1: 34-37 D 

Business education on the offensive. Dayton 
K. Chase. J Bus Ed 37: 318-19 My 

The business program for the superior stu- 
dent. Paul S. Lomax and others. Bus Ed 
Forum 16: 11-14 Ja 

California surveys experimental programs 
in business education. M. C. O’Brien. Nat 
Assn Sec Sch Prin Bul 46: 99-102 Ja 

Challenges to business education in a time 
of reappraisal. Lawrence D. Collidge. 
New Images for Bus Ed 18-35 

Change can promote excellence in business 
education. Braxton Henderson and Jasper 
Sawatzky. Bal Sheet 43: 396-97 My 

Contemporary business education. Harry H. 
Hart. Cath Bus Ed R 14: 44-48 Fall 

The countdown in_ business education. 
Walter A. Brower. Bus Ed Observer 33: 
3-5, 12 Spring 


Gordon 
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BUSINESS education (continued) 


Courses in business are out of balance. 
Kansas Bus Tchr 16: 6 D 

The cut, the style, the line. Cath Bus Ed R 
13: 6-7 Spring 

Development of business education in the 
public secondary schools of Pennsylvania, 
1900-1960. Ida Grace Routh. University 
-of Pittsburgh, Ed.D. thesis 61; J Bus Ed 
37: 294 Ap 

Do we need a national advanced placement 
program for business subjects? Arnold H. 
Scolnick. Bus Ed World 42: 18-19, 38 My 

Dynamic approach to business education. R. 
J. Daiute. Clearing House 36: 427-29 Mr 

A dynamic business education in the dynamic 
60’s. Milton C. Olson. Bus Ed Observer 
33: 16-22 Winter 

Education for business—serving an expand- 
ing economy. James R. Taylor. Amer Bus 
Ed 18: 134-39 Mr 

Education for what? Kansas Bus Tchr 15: 
6, 16 M 

Educational trends affect business curricu- 
lum. Elizabeth T. Van Derveer. Inter Rev 
for Bus Ed 60: 14-18 N 

Emerging opportunities for business educa- 
tion. Elvin S. Eyster. J Bus Ed 37: 178- 
79 F 

Federally aided business education: a lead- 
ership challenge. Paul S. Lomax. J Bus Ed 
37: 222-23 Mr 

From the supervisor’s corner. R. D. Bal- 
thaser. Ohio Bus Tchr 22: 8-13 Ap 

The future solvency of business education. 
Blaise J. Opulente and John J. Clark. Coll 
N & V 16: 13-17 O 

Help stamp out business education! Robert 
S. Ghent. Bus Ed World 43: 22-23 S 

Identification and analysis of the major is- 
sues in selected business education sub- 
jects of the public secondary schools. 
Jerre E. Gratz. University of Houston, 
Ed.D. thesis 61; J Bus Ed 38: 116 D 

The impact of business education—before 
1962. Basil Swinford. Ball State C J 34: 
6, 14 N 

The impact of business education—future. 
Vernal H. Carmichael. Ball State C J 34: 
7, 16 N 

In re: the search for quality. Rae Seiler. 
Ohio Sch 40: 48 O 

Information on office administration and 
business education. Donald J. Tate and 
Lohnie J. Boggs. J Bus Ed 37: 237-38 Mr 

Is the image tarnished? McKee Fisk. CBEA 
Bul 19: 3-4 Ja; Bal Sheet 43: 419 My 

Job preparation—how do you rate? Harold 
L. Peebles. Bus Ed Observer 33: 6-7, 15 
Winter 

Leaf aa Mark D. Montanus. Bus Ed World 
43: 28 D 

Let’s not lose sight of our objective. Parker 
Liles. Bal Sheet 43: 387 My 

Liberal arts and vocational education—allies 
not competitors. Helen M. Chase. Bal 
Sheet 44: 7-8, 46 S 

Major issues in business education. Jerre E. 
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BUSINESS education (continued) 


Gratz. Monograph 106. South-Western. 
108 p Free 

Mater et magistra and the development of 
social responsibility through business edu- 
cation. Brother Leo V. Ryan. Cath Bus Ed 
R 13: 22-28 Winter 

New images for business education: proceed- 
ings of Delta Pi Epsilon silver anniversary 
program, 1936-1961. Edwards Brothers, 
Inc., Ann Arbor, Michigan. 74 p 

New “opportunities for business education 
through general education. Wynnie Ford. 
Ball State C J 33: 13 F 

Nichols (1933) and Conant (1959). Joe M. 
Pullis. J Bus Ed 37: 310 Ap 

Opportunities in business. R. B. Russell. Bus 
Ed Newsletter 10: 3, 12 D 

Our search must be inward. Mary Witherow. 
Bus Ed World 42: 26 Je 

Progress through change. James W. Crews. 
Bal Sheet 44: 99 N 

A proposed program of business education 
for ministerial students of the Lutheran 
church—Missouri synod. Edgar Walz. Ball 
State Teachers College-Indiana University, 
Ed.D. thesis 61; J Bus Ed 37: 251 Mr 

A Protestant views the encyclical and Catho- 
lic social action. A. Dudley Ward. Cath 
Bus Ed R 14: 7-22 Fall 

A reappraisal of business education objec- 
tives. William M. Polishook. J Bus Ed 37: 
132-33 Ja 

The role of business education in the balance 
of academic power. Hugh J. Addonizio. 
Bus Ed Observer 34: 4-5 Fall 

The role of the business education teacher 
in project survival. Sister Mary Corine. J 
Bus Ed 38: 56-57 N 

The role of the liberal arts in business edu- 
cation. Brother Edmund Hunt. Cath Bus 
Ed R 14: 23-26 Fall 

The search for quality must include business 
education. Paul C. Ickes. Ohio Sch 40: 
14-15 Ap 

The <i of high school business 
education. CBEA Bul 19: 11-12 Mr 

A study of business education in Seventh- 
Day Adventist academies in the United 
States. Eugene N. Smith. University of 
Tennessee, M.S. thesis 61: N Bus Ed Q 
31: 63-64 O 

A study of strengths and the weaknesses of 
business education in Pennsylvania public 
secondary schools through an analysis of 
evaluative criteria reports. John Batiste. 
University of Pittsburgh, Ed.D. thesis 61 

Thoughts from the problem clinic. Darlene 
H. Heller. Amer Bus Ed 17: 140-42 Mr 

The three-way contest. Gladys Bahr. J Bus 
Ed 37: 274-75 Ap 

A time for giants. Leonard J. Porter. P-H 
Bus Ed Newsletter 11: 4 Spring 

Tomorrow depends on today. Loraine Lehto. 
Bal Sheet 44: 116-17 N 

Training needed in business practices. Kan- 
sas Bus Tchr 16: 11-13 O 

An undergraduate course in orientation to 
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BUSINESS education (continued) 
business education. Dorothy C. Grovom. 
N Bus Ed Q 31: 57-64 D 

What? how much? and for whom? F. Wayne 

House. Bal Sheet 43: 195 Ja 
BUSINESS English 

Ask the experts. E. Lillian Hutchinson. See 
issues .Today’s Sec 

Attitudes and practices of executives and 
secretaries concerning disputable items of 
English usage in secretarial handbooks. 
Anthony S. Lis. ABWA Bul 26: 29-30 My 

Business colleges should stress good English. 
Grace Paul. Bus Ed World 42: 25, 32 Je 

Business English in practice, 2nd ed. Ralph 
S. Handy and Katherine Cliffton. Pitman. 
188 p $2.60 

Effective English for business, 5th ed. Robert 
R. Aurner and Paul S. Burtness. South- 
Western. 664 p $4.40 

The effectiveness of a correlated English- 
typewriting program at West End high 
school, Fayetteville, Tennessee. Margaret 
D. Curtis. Tennessee A & I State Univer- 
sity, M.S. thesis ’61 

Enelish plus 2 equals communication. 
William C. Himstreet. P-H Bus Ed News- 
letter 11: 2 Spring 

A handbook for a course in practical English. 
Edward A. Roberts. University of South- 
ern California, M.S. thesis ’61 

Incidental learning of formal grammar in 
advanced typewriting classes. Stanley K. 
Fitch. University of Southern California, 
Ed.D. thesis 61; J Bus Ed 38: 116 D 

Let’s integrate English with shorthand and 
typing. Priscilla M. Moulton. Bus Ed 
World 43: 27-30 § 

Modern business English, 3rd ed. Kate M. 
Monro and Mary A. Wittenberg. Gregg. 
244 p $4 

Relate figures of speech to the business 
world. Ethel Hale Blackledge. Bus Ed 
World 43: 21, 38 O 

A scatteration of yakking re nostra lingo. 
Herbert A. Tonne. J Bus Ed 37: 134 Ja 

Shall we teach grammar in the shorthand 
class? Julia Pennock. Bus Ed Forum 17: 
16-18 O 

Simplify peripheral learnings in stenography. 
Dorothy H. Schwartz. Bus Ed World 43: 
13-16 N 

Word teasers. E. Lillian Hutchinson. See 
issues Today’s Sec 

BUSINESS law 

Analytic approach. Irving Rosenblum. H 
Points 44: 42-43 Mr 

Ask the experts. R. Robert Rosenberg. See 
issues Today’s Sec 

Brighter side. Irving Rosenblum. H_ Points 
44: 47-48 D 

11 ways to interest students in business law. 
Walter L. Blackledge and Ethel Hale 
Blackledge. Bus Ed World 43: 29-32 N 

How to serve business law to make it re- 
freshing. Arnold E. Schneider, Edward A. 
Smith, and John E. Whitcraft. Bus Tchr 
40: 27 N-D 
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BUSINESS law (continued) 

Increasing your knowledge of business law. 
S. George Getz. Bus Tchg Aid L-3. 
Prentice-Hall. 2 p Free 

Item writing for business law tests. George 
Getz. CEA Y 24: 125-33 

The law of sales. Sidney I. Simon. J Bus Ed 
38: 65-68 N 

Objectives of the course in business law. 
Hendrik Zwarensteyn. Coll N & V 
11-12 My 

Quickie quiz—business law. Alvin C. Beck- 
ett. Sec 22: 8 My 

Remarks concerning an integrated approach 
to the teaching of business law. Arnold 
Sutin. Cath Bus Ed R 13: 32-34 Summer 

The role of the work-book in the teaching 
of law and economics. Inter Rev for Bus 
Ed 59: 93-96 Ap 

Story-vocabulary tests help in business law. 
R. J. Fiala. Bus Ed World 42: 11-12 My 

A synonym dictionary of high school busi- 
ness law terminology. John E. Kenney. 
University of North Dakota, M.S. thesis 
61; N Bus Ed Q 31: 37 O 

The teaching of business law. Robert E. 
Ross. University of Southern California, 
M.S. thesis *61 

Variations of a standard business law text- 
book from the law of the state of Tennes- 
see. Thurl E. Jared. University of Ten- 
nessee, M.S. thesis ’61 

BUSINESS organization and management 

Business organization and management, Sth 
ed. Elmore Petersen and others. Irwin. 
300 p $6.50 

Construction of a colored slide series and 
tape recording on consumer cooperatives. 
Robert J. Bennett. San Jose State College, 
M.A. thesis 61 

Do college graduates know enough about 
business? Fred C. Foy. J Bus Ed 38: 
112-14 D 

Gold: a problem and a challenge for the 
United States. Robert H. Marshall. J Bus 
Ed 38: 23-25 O 

An inquiry into the extent of efforts in 
selected Kansas firms to develop creative 
thinking in key men. Etna L. Marcellus. 
Kansas State Teachers College, MS. 
thesis *61 

The integration of some principles of busi- 
ness management into beginning book- 
keeping through the use of case problems. 
Sally Ann Jefferson. State College of lowa, 
M.A. thesis 61; N Bus Ed Q 31: 36 O 

Management problems of small business. 
Robert E. Witschey. J Accy 114: 66-68 Ag 

Mathematics for finance. Stephen P. Shao. 
South-Western. 510 p $7.75 

Ohio’s wholesale management development 
program. Marguerite M. Loos. Amer Voc 
J 37: 27-28 N 

The program of training for management 
of industrial enterprises for executives 
from developing countries. Inter Rev for 
Bus Ed 60: 113-16 N 
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BUSINESS organization and management 

(continued) 

Quickie quiz—business organization. George 
W. Madison. Sec 22: 30 D 

We should help high school students redis- 
cover co-operatives. J. Charles E. Lord. 
Bus Ed World 43: 26-27 N 

BUSINESS schools 

Business colleges should stress good English. 
Grace Paul. Bus Ed World 42: 25, 32 Je 

A business school’s electronic classroom. Bus 
Ed World 43: 19-20 O 

A decade of opportunity for the resourceful 
independent business school. Robert W. 
Sneden. Amer Bus Ed 17: 152-56 Mr 

Partners in progress. Weldon L. Strawn. Bal 
Sheet 44: 51 O 

Preparing students for the automated offices 
—the role of the private business college. 
Roland R. Ream. Amer Bus Ed 17: 148- 
49 Mr 

A profile in cooperation. Robert W. Miller. 
Bal Sheet 44: 118, 131 N 

Secretarial training in business college. 
Claire P. Hosley. P-H Bus Ed Newsletter 
11: 1 Spring 

Trend in business colleges: cap-and-gown 
ceremonies. Bus Ed World 42: 9, 60 Mr 

Unification! United business schools associa- 
tion born. Compass 26: 1-2 My 

Why accreditation for private business 
schools? Harold B. Post. Compass 26: 1, 
78 


With the private business schools. Larry L. 
Luing. See issues Bus Tchr 
BUTLER, William F. 
The role of profits in the United States. 
Newsletter JCEE 8-9, 12 O 
BYERS, Edward E. 
New dimensions in training medical secre- 
taries. Bus Tchr 39: 25-26 F. 
See also Root, Kathleen 
BYRNSIDE, Oscar Jehu 
The validity of an aptitude test for record- 
keeping and bookkeeping. Virginia —- 
technic Institute, M.S. thesis 61; N 
Ed Q 31: 13-14 O 
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CALDERWOOD, James D. 
United States foreign trade policy in 1962. 
Newsletter JCEE 4-5, 10 My 
CALDWELL, Sarah C. 
A decision not lightly made. Bus Ed Forum 
17: 1 N 
CALHOUN, Calfrey C. 
Are business communications courses obso- 
lete? J Bus Ed 37: 153-55 Ja 
A checklist of PR activities. Bus Ed World 
42: 26-27 My 
How to evaluate your efforts in public re- 
lations. Ohio Bus Tchr 22: 50-52 Ap 
CAMPBELL, Lois J. 
The national debt. Bus Ed Forum 16: 18- 
20 Mr 
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CANNON, Arthur M. 
Discussion notes on the basic postulates of 
accounting. J Accy 113: 42-53 F 
CAREY, Edwin L. 
The controversy concerning administrative 
control of economics. Coll N & V_ 15: 
1-4 Mr 
Value judgments in economic education. 
Social Ed 26: 181-84 Ap 
CARLSON, Paul A., Hamden L. Forkner, and 
Lewis D. Boynton 
20th century bookkeeping and accounting, 
22nd ed. South-Western. 532 p $3.72 
CARMICHAEL, Vernal H. 
The impact of business education—future. 
Ball State C J 34: 7, N 
CARPENTER, June Smith 
The status of shorthand instruction in a 
selected group of public high schools in 
Arkansas, Kansas, Missouri, and Okla- 
homa. Kansas State College of Pittsburg, 
M.S. thesis °*61 
CARSON, A. B., J.-F. Sherwood, and Clem Boling 
College accounting, 7th ed. South-Western. 
728 p $5.40 
CARTER, Joseph R. 
Basic fundamentals are needed in business 
arithmetic. Ohio Bus Tchr 22: 71, 85 Ap 
CARY, Paul Russell 
Wall-chart method versus sight method of 
teaching the typewriter keyboard. Illinois 
State Normal University, M.S. thesis ’61; 
N Bus Ed Q 31: 14-15 O 
CASEY, A. Frances 
A follow-up study of the medical assisting 
graduates of the New York City Com- 
munity college and the implications for 
changes in the curriculum. Columbia 
University, Ed.D. thesis 61; N Bus Ed 
Q 31: 15-16 O 
Medical assisting—a specialized secretarial 
program in a two-year community college. 
CEA Y 24: 46-52 
CASH, Evelyn 
Right-hand drillsk—when needed. Typ News 


32: 8 
CASTIELLO, Josefina 
See Sorelle, Rupert P. 
CAVANAUGH, W. T. 
The developing role of the secretary in 
administrative management. Amer Bus Ed 
Y 19: 20-27 
CERTIFIED professional secretaries 
Advanced typewriting and the CPS examina- 
tion. Sister M. Alexius Wagner. Bus Ed 
Forum 16: 24 Ap 
Certified professional secretary. Carlos K. 
Hayden. See issues Sec 
Certified professional secretary. Yvonne 
Lovely. Sec 22: 12-13 N 
CPS equals the plus factor. Nellie Hardy. 
Sec 22: 6-7, 9 O 
CPS notebook—preparing. Lucille Griffin. 
Sec 22: 14-15 O 
CPS study outline—business administration. 
Sec 22: 12-13 Ja 
Certified professional secretary—what is it? 
L. M. Collins. Sec 22: 13 D 
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CERTIFIED professional secretaries (continued) 

Human relations seminar for certified pro- 
fessional secretaries. Lyle Maxwell and 
Katherine B. Nowell. Sec 22: 18-19 N 

Management looks at the CPS program. 
Louis J. Van Mol. Sec 22: 22-23 D 

Memo to CPS candidates. Ila Westerkamp. 
Sec 22: 6-7, 11 F 

Seminars—human relations and world af- 
fairs—for certified professional secretar- 
ies. Lyle Maxwell. Sec 22: 6-7 Mr 

World affairs seminar for certified profes- 
sional secretaries. Athena B. Bates. Sec 
22: 20-22 N 

CHALUPSKY, A. B. 

Comparative factor analyses of clerical jobs. 

J Ap Psychol 46: 62-66 F 
CHAMBERS, Ima, Lois Cross, and Karl Howe 

Plans for the office machines-office practice 
room at Central Michigan university. J 
Bus Ed 37: 182-84 F 

CHASE, Dayton K. 

Busir.ess education on the offensive. J Bus 

Ed 37: 318-19 My 
CHASE, Helen M. 

Liberal arts and vocational education—allies 
not competitors. Bal Sheet 44: 7-8, 46 S 

Transcription teachers: try this one-grade 
system. Bus Ed World 43: 20-21 S 

CHASE, Stuart 

What are we talking about? CBEA Bul 19: 

5-6 Mr 
CHELLEVOLD, Helen 

Teachers and students need guides in short- 

hand! J Bus Ed 37: 354 My 
CHISMARK, Barbara 

A course of study for teaching business com- 
munications. University of Southern 
California, M.S. thesis ’61 

CHRISTENSEN, Edward L. 

See Crandall, Lars G. 

CHRISTENSEN, G. Jay 

Let’s help academically talented students. 

Bus Ed World 43: 28, 38 N 
CHRISTIANI, Vincent A. 

Team learning and related techniques. Amer 

Bus Ed 17: 239-44 My 
CISSELL, Robert and Thomas J. Bruggeman 

Mathematics for business and economics. 

Houghton Mifflin. 229 p $4.75 
CLANTON, Richard D. 

The future business leaders of America. N 

Bus Ed Q 30: 77-81 My 
CLARK, James L. 

Are classroom typewriting standards com- 
patible with office standards? Bus Ed 
Forum 17: 23 D 

CLARK, Jere W. 
Teachable creativity in economics and busi- 
ness. Coll N & V 16: 11-16 D 
CLARK, John J. 
See Opulente, Blaise J. 
CLARK, Marvin A. 
See Price, Ray G. 
CLARK, Mary M. 

Suggestions when teaching addressing of 

envelopes. Typ News 32: 1 
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CLARK, Orolyn 

Evaluative criteria for a collegiate program 
in basic written business communication. 
University of California (Los Angeles), 
M.A. thesis "61; ABWA Bul 26: 24-26 F; 
N Bus Ed Q 31: 16-17 O 

CLAXTON, Betty C. 

How are we classified—teacher or device? 

Bal Sheet 43: 355-56 Ap 
CLEARY, Joseph B. 

A modification of the ten-minute cycie in 

typewriting. J Bus Ed 38: 42 O 
CLERICAL training 

Applied clerical practice, 2nd ed. Sherwood 
Friedman and Jack Grossman. Pitman. 
485 p $3.80 

Clerical payroll procedures, 4th ed. John A. 
Pendery. South-Western. 134 p $1.32 

Comparative factor analyses of clerical jobs. 
A. B. Chalupsky. J Ap Psychol 46: 62- 
66 F 

Electronics and the general clerical program. 
Frank W. Lanham. Bus Ed Forum 16: 4 F 

Emphasis on accuracy in clerical work. Allan 
E. Barron. Bus Tchg Aid H-4. Prentice- 
Hall. 2 p Free 

Evaluate with multiple-choice items and 
problems. Robert M. Johnston. Bus Ed 
Forum 17: 22, 28 N 

A general clerical course for seniors. Fred 
S. Cook. Bus Ed Forum 16: 7-9 F 

A general clerical project—from the chin 
up. Mary Frances Greenfield. Bus Ed 
Forum 16: 10-12 F ‘ 

The high school counselor looks at clerical 
occupations. Charles R. Coates. J Bus Ed 
37: 285-86 Ap 

Is_ clerical education justified? John C. 
Roman. Bus Ed Forum 16: 26, 31 Ap 

The need for clerical education in a rural 
trading center. Thomas S. Barton. “us 
Ed Forum 16: 30 My m 

A new contour for the general clerical pro- 
gram. Mary Margaret Brady. Bus Ed 
Forum 16: 5-7 F 

New horizons for clerical teachers. William 
L. Winnett. Bus Ed Forum 17: 20 D 

Recommended course content for a special 
methods course in secretarial, clerical, and 
Office practice. William M. Mitchell. N Bus 
Ed Q 31: 52-56 D 

Teach clerical students to typewrite tabulated 
material. Mina M. Johnson. Bus Ed Forum 
16: 29, 33 Mr | 

Tests and character development in clerical 
practice. Emma K. Felter. CEA Y 24: 
65-69 

Work simplification in general clerical class- 
es. John D. Lambert. Bus Ed Forum 16: 
9-10 F 

CLIFFTON, Katherine 

See Handy, Ralph S. 

CLOW, Cletus 

The portable typewriter as a tool of learn- 
ing in the fifth grade of an elementary 
school. Columbia University, Ed.D. the- 
sis 61 
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CLOYD, Helen Smith 

Business interest—compounded. Bus _ Ed 

World 42: 6-7 F 
COATES, Charles R. 

The high school counselor looks at clerical 

occupations. J Bus Ed 37: 285-86 Ap 
COLE, Linda 

The work of FBLA. Future Bus Leader 16: 

3-4 Fall; Bus Ed Forum 17: 39-40 N 
COLEMAN, Lois N. 

A survey of business teachers in secondary 
schools of Florida to determine teaching 
difficulties. Florida State University, M.S. 
thesis *61 

COLLEGES and universities 

The almond tree and the seething pot. 
Albert Karson. Delta Pi Epsilon J 4: 20- 
24 F 

An analysis of the relationship between 
selected prognostic measures and achieve- 
ment in the freshman program for sec- 
retarial majors at the Woman’s college of 
the university of North Carolina. Roscoe 
J. Allen. Pennsylvania State University, 
Ed.D. thesis 61; N Bus Ed Q 31: 5-6 O; 
J Bus Ed 38: 75 N 

Books and the bramble bush. Albert Porter. 
Advanced Megt-Office Exec 1: 20-21 D 

Business and economics for all college stu- 
dents. Charles R. Walker. Bal Sheet 43: 
349-51 Ap 

Business and economics in the general edu- 
cation programs of colleges and univer- 
sities. Charles R. Walker. University of 
Oklahoma, Ed.D. thesis 61; J Bus Ed 37: 
157 Ja; N Bus Ed Q 31: 68-69 O 

Business history: its value in a college of 
business administration. George W. Bish- 
op, Jr. Coll N & V 16: 3-6 O 

Collegiate preparation of the professional 
secretary. Mary Virginia Moore. Amer 
Bus Ed 17: 162-65 Mr 

Consideration of the place of EDP in the 
college curriculum. Robert T. Tussing. 
Coll N & V 16: 5-8 D 

The effectiveness of high school bookkeep- 
ing and shorthand grades as indicators of 
college success. Esther E. Anderson. New 
York University, Ph.D. thesis 61; N Bus 
Ed Q 31: 6-7 O; Alpha Chapter, Delta Pi 
Epsilon, New York University, Washing- 
ton Square, New York 3, New York. 32 p 

An evaluation of the course offerings and 
requirements in the secretarial science cur- 
riculum at Hampton institute. William C. 
Brown. J Bus Ed 37: 201 F 

The executive and the liberal arts: another 
fad or the real thing? J. L. Vaughan. Coll 
N & V 15: 13-15 Mr 

A follow-up study of the medical assisting 
graduates of the New York City Com- 
munity college and the implications for 
changes in the curriculum. A. Frances 
Casey. Columbia University, Ed.D. thesis 
61; N Bus Ed Q 31: 15-16 O 

A history of the department of business 
administration, Kansas state college of 
Pittsburg, 1903-60. Jacqueline Ann Hunt. 
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COLLEGES and universities (continued) 
Kansas State College of Pittsburg, M.S. 
thesis *61 
The influence of selected factors on the re- 
search activity of faculties of collegiate 
schools of business. Cletus Stamper. 
Columbia University, Ed.D. thesis 
An inquiry into and an analysis of the de- 
velopment of the four-year collegiate 
curriculum in business at Hampton in- 
stitute. Ruth E. Taylor. New York Univer- 
sity, Ed.D. thesis 61; J Bus Ed 38: 74 N 
The land-grant philosophy applied to the 
business school of the future. Lloyd L. 
Garrison. Coll N & V 16: 1-2 O 
The place of secretarial administration in 
schools of business. Mearl R. Guthrie. 
Coll N & V 15: 10-12 Mr 
Position statement of middle Atlantic associa- 
tion of colleges of business administration 
on collegiate education for business. J Bus 
Ed 37: 242 Mr 
The premises of higher education in business 
administration. David Townsend. Coll N 
& V 16: 19-23 D 
Preparing students for the automated offices 
—the role of the university school of busi- 
ness. Mary Margaret Brady. Amer Bus Ed 
17: 146-48 Mr 
Relevancy of learning experiences in courses 
of the professional sequence at Washing- 
ton Missionary college to problems of 
Seventh-Day Adventist academy teachers. 
Geraldine I. Grout. Indiana University, 
Ed.D. thesis 61; N Bus Ed Q 31: 31-32 O 
The results of cooperative education in a 
liberal arts college. A. R. Shoemaker. Coll 
N & V 15: 7-9 My 
Some changes are needed! Loren E. Long. 
Bal Sheet 43: 343-46, 374 Ap 
A study of distributive education programs 
in selected public community colleges. 
James R. Busher. Kent State University, 
M.A. thesis 61; N Bus Ed Q 31: 13 O 
The superior student prepares for college. 
Bus Ed Forum 16: 7 Ja 
Survey of college entrance requirements. 
Jane Gammardella. Bal Sheet 43: 352-54, 
373 Ap 
A survey of students’ opinions regarding 
typewriting courses in college and offer- 
ings of typewriting courses in Minnesota 
colleges. Doris E. Nelson. University of 
Minnesota, M.A. thesis 61; N Bus Ed Q 
31: 45-46 O 
COLLIDGE, Lawrence D. 
Challenges to business education in a time 
rd \ aes New Images for Bus Ed 
COLLINS, L. M. 
Certified professional secretary—what is it? 
Sec 22: 13 D 
COLLINS, Marian J. 
Why not become a temporary secretary? 
Bus Ed World 42: 15-17 My 
COLLINS, William Oscar 
Buyers’ understanding of property and 
casualty insurance. Indiana University, 
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COLLINS, William Oscar (continued) 
Ed.D. thesis 61; N Bus Ed Q 31: 
COMER, Patrick B. 
Success—you can make it happen. Sec 22: 
20-23 O 
COMMUNICATIONS 
Are business communications courses obso- 
lete? Calfrey C. Calhoun. J Bus Ed 37: 
153-55 Ja 
Are you communicating? Ruth E. Hess. 
Sec 22: 14 Ja 
Better English in communications. Leonard 
J. Porter. Bus Tchg Aid C-9. Prentice- 
Hall. 2 p Free 
The business of words—and vice versa. 
Leonard J. Porter. The Announcer (Pren- 
tice-Hall, Inc., Englewood Cliffs, N. J.) 
7: 3-4 Spring 
Cases in business communications. 
Brown. Wadsworth. 300 p $2.95 
Communications of the future. Future Bus 
Leader 16: 8-9 Spring 
A course of study for teaching business com- 
munications. Barbara Chismark. University 
of Southern California, M.S. thesis 61 
Evaluate criteria for a collegiate program in 
basic written business communication. Lyn 
Clark. ABWA Bul 26: 24-26 F 
Hello, how’s your telephoning? Ethel Hart. 
Bal Sheet 44: 65-66, 95 My 
Industry looks at university training in com- 
munications. R. E. Hartstein. ABWA Bul 
26: 12-16 F 
Modern executive’s guide to effective com- 
munication. Charles G. Parkhurst. Prentice- 
Hall. 584 p $10 
Some speculations about communications. 
Thomas Farrell, Jr. ABWA Bul 26: 11-16 
Ap 
Subject matter coverage of our business com- 
munication courses. Robert D. Hay. ABWA 
Bul 26: 30-32 Mr 
Typewriting in the written communication 
activities of the fifth grade. John C. Tootle. 
Ohio State University, Ph.D. thesis °61; N 
Bus Ed Q 31: 67-68 O 
What’s right and wrong in our present com- 
munication course objectives. Norman J. 
Kaye. ABWA Bul 26: 17-19 F 
Written communication: an inquiry into the 
structure and the methods used in selected 
industrial programs designed for the im- 
provement of written communication. Arno 
Knapper. State University of Iowa, Ph.D. 
thesis 61 
Written communication—the results of a 
study of 89 businessmen. Arno F. Knap- 
per. ABWA Bul 26: 20-23 F 
CONDON, Arnold 
Principles for the development of theory and 
the building of writing skills in first-year 
shorthand. Amer Bus Ed Y 19: 133-55 
CONLEY, Mabel Claire 
Integrated typewriting. Bal Sheet 43: 251-52, 
286 F 
CONNELLY, Marjorie Morse 
Changes in Gregg shorthand. New York Uni- 


17 O 


James 


17 


CONNELLY, Marjorie Morse (continued) 
versity, Ph.D. thesis 61; N Bus Ed Q 31: 
17-18 O 

CONNELLY, Mary E. 

Effective typewriting drills. Bus Tchg Aid 
T-18. Prentice-Hall. 2 p Free 
See also Crank, Doris H 
and Leonard J. Porter 
= speed builders. Prentice-Hall. 
1.5 





60 p 


CONSUMER education 

The concept approach to education in per- 
sonal and family finance. Gerald A. Porter. 
Topics 12: 2-6 Fall 

The consumer in our economy. David Ham- 
ilton. Houghton Mifflin. 473 p $6.50 

Current developments in consumer econom- 
ics. I. David Satlow. See issues Bus Ed 
World 

A date with your future—money manage- 
ment for the young adult. J. Mac Barber 
and others. Institute of Life Insurance, 
488 Madison Avenue, New York 22, New 
York. 33 p Free 

Development of teaching units in consumer 
education. Lewis Peterson. University of 
Minnesota, M.A. thesis ’61 

Economics for consumers, 4th ed. Leland J. 
Gordon. American. 576 p ’61 

An evaluation instrument in family finance. 
Venetta B. Kell. University of Oklahoma, 
Ed.D. thesis °61; J Bus Ed 37: 201 F 

Evaluation of the education in family finance 
workshop. Joyce Williamson. University 
of Georgia, M.Ed. thesis 

Financial planning—first step in manage- 
ment. Floride Moore. Topics 11: 1-4 
Spring 

An instruction unit in consumer credit. 
George Sakamoto. Sacramento State Col- 
lege, M.A. thesis ’61 

Moderns make money behave. Amanda Eber- 
sole and others. Institute of Life Insur- 
ance, 488 Madison Avenue, New York 22, 
New York. 35 p Free ’61 

The painless (?) purchase. Harry Lewis. To- 
day’s Sec 65: 34-35, 70 O 

Supplemental personal aids for consumer ed- 
ucation. Wilbur F. Steingraber. J Bus Ed 
37: 287-88 Ap 

Teaching material for a course in consumer 
economics. Robert M. Short. Arizona 
State University, M.A. thesis 


Using role playing in teaching family 
finance. Helen M. Thal. Topics 11: 1-4 
Fall ’61 

COOK, Fred S. 


A general clerical course for seniors. Bus Ed 
Forum 16: 7-9 F 

Project 7011. Sec 22: 8-9 Je 

Tomorrow’s typewriting laboratory today. 
Amer. Bus Ed 17: 202-206, 226 My 

COOK, Sister Mary Monica 

Business education in the secondary schools 
of Maine, 1959-60. Catholic University of 
— M.A. thesis 61° N Bus Ed Q 31: 








COOPER, Charles L. 

A study of the relationship of the American 
institute of certified public accountants 
college testing program and other selected 
factors to success in accounting. Univer- 
sity of Pittsburgh, Ed.D. thesis °61 

CO-OPERATIVE education 

An analysis of related instruction for coop- 
erative part-time programs in distributive 
education in Illinois. Ralph E. Mason. 
University of Illinois, Ph.D. thesis 61; N 
Bus Ed Q 31: 42-43 O 

Cooperative work programs for secondary 
school students. Frances Smutz. Bus Ed 
Forum 16: 15, 20 F 

Effective cooperative business education pro- 
grams. Ralph E. Mason. Bus Ed Forum 
16: 23-24 F; 30-31 Mr 

Facts about business education programs. Ed- 
win L. Rumpf and William Selden. Amer 
Voc J 37: 32 Mr 

Job retention among cooperative course 
pupils. Gerald D. Goldstein. H Points 44: 
67-68 N 


The results of cooperative education in a 
liberal arts college. A. R. Shoemaker. Coll 
N & V 15: 7-9 My 

Three filmstrips: suggested methods of solv- 
ing three human relations problems of co- 
operative part-time trainees. Lloyd R. 
Wheeler. University of Minnesota, M.A. 
thesis *61 

CORNELIA, Nicholas J. 

How office practice meets our nation’s goals. 
EBTA J 1: 26-27 Fall 

See also Agnew, Peter L. 

CORNWELL, Gerald D. 

An occupational survey of the business firms 
in Sitka, Alaska, and the related require- 
ments for business education courses at 
the junior college and high school levels. 
Chico State College, M.A. thesis 61 

COTTRELL, Jonathan 

Recruitment of training stations. Bus Ed 

Forum 17: 22 D 
COUCHE, Robert 

Distributive education—every classroom a 

laboratory. CEA Y 24: 114-18 
COX, Milton D. 

A rotation plan for teaching office machines. 

Bal Sheet 43: 253-57 F 
CRAIG, Mary Fleming 

A review of literature and a study related 
to the development of usable typewriting 
skill. University of Wisconsin, M.S. thesis 
61; N Bus Ed Q 31: 19 O 

CRAMPTON, Winona L. 

A study of the types of written tests given 
secretarial, stenographic, and clerical ap- 
plicants in the Joplin, Missouri, area. Kan- 
sas State College of Pittsburg, M.S. thesis 
61; N Bus Ed Q 31: 19-20 O 

CRANDALL, Lars G. 

An experimental study in teaching shorthand 
using tapes, text, and special notebooks. 
J Bus Ed 37: 201 F 
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and Edward L. Christensen 

Dissimilarity in shorthand standards. Bus Ed 

Forum 17: 11-13 O 

CRANK, Doris H. 

Standards, grading and testing. Amer Bus Ed 
Y 19: 164-83 
Floyd L. Crank, and Mary E. Connelly 
Words—spelling, pronunciation, definition, 
_ application, Sth ed. Gregg. 240 p 

3.36 








CRANK, Floyd L. 

Basic considerations for first-year shorthand. 
Amer Bus Ed Y 19: 117-32 

See also Crank, Doris H. 

CRAWFORD, Don L. 
Be professional now. Kansas Bus Tchr 15: 
Mr 
CRAWFORD, T. James 
Fundamental considerations for successful 
typewriting instruction. Bus Ed Forum 17: 
, 28 O 
See also Lessenberry, D. D. 
CREWS, James W. 

Bringing business into basic business. Bus Ed 
Forum 16: 31, 33 My 

Progress through change. Bal Sheet 44: 99 N 

CRISHOCK, Sister Mary Ellen 

A study of the clerical employment experi- 
ence of the graduates of Villa Maria acad- 
emy, Erie, Pennsylvania. Catholic Univer- 
sity of America, M.A. thesis ’61 

CROSS, Lois 
See Chambers, Ima 
CROWNINGSHIELD, Gerald R. 

Cost accounting: principles and managerial 

applications. Houghton Mifflin. 696 p $7.75 
CRUNK, Dorothy E. 

How business teacher education can serve 
the economy with greater effectiveness. 
Amer Bus Ed 17: 169-72 Mr 

CULVER’, Gordon F. 

Handling problem work in typewriting. J 

Bus Ed 37: 147-48 Ja 
CUNNINGHAM, Gloria S. 

Make May days pay-off days. J Bus Ed 38: 

107-108 D 
CURRICULUM 

Achieving proper balance in the business 
curriculum. John C. Brickner. Cath Bus 
Ed R 13: 48-50 Summer 

Bookkeeping as a part of the stenographic, 
clerical, and distributive occupations pro- 
grams. Weston C. Wilsing. Bus Ed Forum 
17: 7-8, 16 D 

Changing the business curriculum to meet 
changing needs. W. Harmon Wilson. Cath 
Bus Ed R 13: 40-47 Summer 

Course of study — for whom? Merle W. 
Wood. Bal Sheet 43: 214-15 Ja 

Courses in business are out of balance. Kan- 
sas Bus Tchr 16: 6 D 

Criteria for the evaluation of secondary 
school business education programs. Eu- 
gene D. Wyllie. Indiana University, Ed.D. 
thesis 61; N Bus Ed Q 31: 71 O 

Curriculum planning, personnel services, and 
teaching methodology. Theodore Wood- 
ward and others. NABTE Bul 76: 29-30 
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CURRICULUM (continued) 

Developments in curriculum. Gene Schwilck. 
Ball State C J 33: 6-7, 17 F 

Don’t let your program be watered down! 
Louis Freeman. Bus Ed World 43: 35-36 O 

Evaluate curriculum—today. Kansas Bus 
Tchr 16: 3 O 

Job requisites in Delaware, Ohio, with impli- 
cations for the business curriculums of the 
high schools in Delaware county. Mel- 
vin L. Woolford. Ohio Bus Tchr 22: 63-64 


Ap 

New building? Re-evaluate your business 
program. Rudolph Skul. Bus Ed Forum 
16: 23-24 Mr 

A new look at business education. Leroy A. 
Pemberton. Bal Sheet 44: 160-61 D 

The not-so-comprehensive programs in the 
comprehensive high school. Marion M. 
Lamb. CBEA Bul 19: 8 Mr 

The place of business education in the cur- 
riculum. William Selden. Bal Sheet 43: 
195 Ja 

Society’s voice and people’s needs. Robert 
P. Bell. Ball State CJ 34: 4-5 N 

A study of the effectiveness of the secretarial 
department of St. Xavier’s academy, Prov- 
idence, Rhode Island, 1953-58, with impli- 
cations for curriculum revision. Sister Mary 
Dionysia Kelly. Catholic University of 
America, M.A. thesis '61 

A study to determine the effectiveness of the 
business curriculum of the Immaculate 
Conception academy, Washington, D. C., 
1951-58, in reference to office skills and 
personal qualifications requisite for suc- 
cessful federal government employment. 
Sister Gervase Parpart. Catholic Univer- 
sity of America, M.A. thesis 61; N Bus Ed 
Q 31: 49-50 O 

CURRY, O. J. 
See Matz, Adolph 
CURTIS, Margaret D. 

The effectiveness of a correlated English- 
typewriting program at West End high 
school, Fayetteville, Tennessee. Tennessee 
A & I State University, M.S. thesis ’61 

CZARNECKI, Richard E. 

The four-year college and education for ac- 

counting. Coll N & V 16: 1-4 D 


DACHNER, Donald A. 

A study to determine the organization and 
content of a course in economics for senior 
high school students. Sacramento State 
College, M.A. thesis 61; N Bus Ed Q 
31: 20 O 

DACUS, Kenneth A. 

A study to determine the effect of high school 
bookkeeping upon achievement in ele- 
mentary college accounting. East Texas 
State College, M.B.A. thesis ’61 
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DAILY, Victoria 


Learning resources institute presents the 
American economy. Bus Ed Newsletter 10: 
9-12 S 

DAIUTE, R. J. 


Dynamic approach to business education. 
Clearing House 36: 427-29 Mr 
DANIELSON, Alvin B. 
Shorthand and the superior student. Bus Ed 


Forum 16: 15 Ja 
DARST, Marian 
Lesson ideas for teaching electronic data 


processing principles. Bus Ed World 43: 
15-17 O; 34-37 N 
DAVIDSON, Ralph Kirby and others 
Economics: an analytical approach, rev. ed. 
Irwin. 450 p $7.50 
DAVIDSON, William R. 
See Beckman, Theodore N. 
DAVIES, Don 

New horizons for the teaching profession. 

NABTE Bul 76: 12-21 
DAVIS, Arthur A. 

A survey of business education in selected 
Minnesota high schools in 1959-60 with 
implications for business teacher educa- 
tion. University of North Dakota, M.A. 
thesis 61; N Bus Ed Q 31: 20-21 O 

DAY, Elmore M., Jr. 

Implications for the teaching of business by 
programmed learning. Amer Bus Ed 17: 
221-23, 226 My 

DEAN, Alma 

We put notehand on trial. Bus Ed World 42: 

11-13, 33 Ap; Bus Tchr 40: 12-13, 31 N-D 
DELTA Pi Epsilon 

Business education index—1961. 
Nanassy, ed. Gregg. 68 p 

Implications of research for teaching type- 
writing. Leonard J. West. Delta Pi Epsilon 
Research Bulletin No. 2. University of Den- 
ver, Denver 2, Colorado. 34 p $.50 

New images for business education: proceed- 
ings of Delta Pi Epsilon silver anniversary 
program, 1936-1961. Edwards Brothers, 
Inc., Ann Arbor, Michigan. 74 p 

New images for Delta Pi Epsilon. Paul S. 
Lomax. New Images for Bus Ed 36-48 

What do business teachers write about? Louis 
C. Nanassy. Bus Tchr 40: 27 S-O 

DeMILLE, Stanford D. 

Snowed under by transcription? Bal Sheet 

43: 205-206 Ja 
DeMINO, Loretta 

Enrich advanced typing classes with an or- 

ganized practice set. Typ News 32: 7 
DETTMANN, John A. 
Try multiple practice sets! Bus Ed Forum 16: 
28-29 My 
DICKEY, Robert |. 
See Walker, Lauren 
DICTATION 

Change that last sentence to. . 
Jones. J Bus Ed 38: 54-55 N 

Class project: correcting dictation errors. 
Leonard J. Porter. P-H Bus Ed Newslet- 
ter 11: 4 Spring 

Dictation for correcting errors. Leonard J. 


Louis C. 


. ! Ellis J. 
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DICTATION (continued) 
Porter. Prentice-Hall. 13 p $1.25 net pre- 
paid 
An experiment to test the validity of a meas- 
ure of the difficulty of shorthand dictation 
materials. Geraldine M. Farmer. Univer- 
sity of Minnesota, Ph.D. thesis 61; J Bus 
Ed 38: 116 D 
Increasing dictation rates at intervals of 5 
words a minute gets results in shorthand. 
Evelyn Brobeck. Bus Ed World 42: 20 My 
Increasing efficiency in speed dictation pro- 
cedures. Ruth Moyer. Bus Ed Forum 17: 
20, 28 N 
Office-style dictation in the one-year short- 
hand program. Elizabeth R. Melson. Amer 
Bus Ed Y 19: 216-19 
The problems beginning secretaries experi- 
ence with office dictation. Lois E. Frazier. 
Indiana University, Ed.D. thesis 61; J Bus 
Ed 38: 33 O; N Bus Ed Q 31: 25-26 O 
Recorded multiple-channel dictation for 
shorthand speed development. Ellen L. 
Lensing. J Bus Ed 37: 339 My 
Shorthand dictation labs at the college level 
—Church college of Hawaii. Patricia Z. 
Hanna. Bus Ed World 43: 13 § 
Shorthand dictation labs at the college level 
—university of South Florida. C. C. Miller 
and Ernest E. Miller. Bus Ed World 43: 
11-12 S 
Shorthand dictation speed tests. See issues 
Bus Tchr 
Special shorthand dictation. Leonard J. Por- 
ter. Bus Tchg Aid S-7. Prentice-Hall. 2 p 
Free 
A study of appropriate dictation speeds with 
the use of electronic equipment in the 
teaching of shorthand. Sharon Toner and 
Rita Tucker. University of Wisconsin, M.S. 
thesis 61; N Bus Ed Q 31: 66-67 O 
Utilizing dictation records outside the stenog- 
raphy classroom. A. E. Klein. CEA Y 24: 
39-45 
We can improve transcription by using dic- 
tating machine manufacturers’ teaching 
aids. Raymond Hamilton. Bus Ed World 
42: 18-23 Ja 
We rent our. dictation-transcription equip- 
ment. Margaret B. Lotz. Bus Ed World 
43: 18-19 O 
You can build your own dictation-transcrip- 
tion booths. Richard G. Shaffer. Bus Ed 
World 43: 20 O 
DIDRICKSEN, Philip H. 
Postal info in math. Bus Ed World 43: 10 O 
DIEHL, M. J. and R. Seibel 
Relative importance of visual and auditory 
feedback in speed typewriting. J Ap Psy- 
chol 46: 365-69 O 
DILLEY, David R. 
Common sense economics. J Bus Ed 37: 195- 
99 F 
DISTRIBUTIVE education 
All for work experience. George S. Bigler. 
Bus Ed Forum 16: 32 My 
An analysis of related Sepenation for coop- 
erative part-time programs in distributive 
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DISTRIBUTIVE education (continued) 

education in Illinois. Ralph E. Mason. 
University of Illinois, Ph.D. thesis °61; 
N Bus Ed Q 31: 42-43 O 

An analysis of the objectives and practices 
of distributive education laboratories in 
high schools and junior colleges of the 
United States. Gilbert M. Peart. Indiana 
University, Ed.D. thesis 61; J Bus Ed 37: 
157 Ja; N Bus Ed Q 31: 50-51 O 

Can we raise the level of d.e. students? 
Henry H. Gram. Bus Ed World 42: 16-17 
Ap 

Career development in distributive education. 
Warren G. Meyer. Bus Ed Forum 16: 5 Ap 

Career development on the distributive job. 
Mary Klaurens. Bus Ed Forum 16: 14- 
15 Ap 

Characteristics of effective methods courses 
for the distributive subjects. Peter G. 
Haines. N Bus Ed Q 31: 42-51 D 

Counseling for career development through 
distributive education. Loren L. Benson 
and Harold Toupin. Bus Ed Forum 16: 
10-12 Ap 

Distributive education. H. E. Samson. Amer 
Voc J 37: 10 F; Rev of Ed Research 32: 
418-22 O 

Distributive education and the superior stu- 
dent. Forrest L. Mayer. Bus Ed Forum 
16: 17 Ja 

Distributive education—every classroom a 
laboratory. Robert Couche. CEA Y 24: 
114-18 

Distributive education for the wholesale in- 
dustry. Allan L. Petersen. Amer Voc J 
37: 26 N 

Distributive education in North Carolina. 
Kenneth B. Haas. Bus Ed in Action 1: 
6 Fall 

Distributive education in Puerto Rico. Maria 
L. Ferrer. Amer Voc J 37: 20-21 O 

Distributive occupations open to recent high 
school graduates in selected retail stores in 
Sacramento. Barton E. Newlin. Sacramento 
State College, M.A. thesis ’61 

Education for distributive occupations. War- 
ren G. Meyer and others. NABTE Bul 
76: 27-29 

Effective cooperative business education pro- 
grams. Ralph E. Mason. Bus Ed Forum 
16: 21, 23-24 F; 30-31 Mr 

Facts about merchandise. William B. Logan 
and Helen M. Moon. Prentice-Hall. 304 
p $5.80 

Film techniques in distributive education. 
Aaron M. Miller. J Bus Ed 37: 289-90 Ap 

Future opportunities for distributive educa- 
tion. Harry W. Ketchum. Delta Pi Epsilon 
J 5: 28-32 N 

How effective is distributive education. Ralph 
E. Mason. Amer Bus Ed 17: 157-60 Mr 

How senior high school students view retail- 
ing, sales occupations, and factors that in- 
fluence their career selections—Hayward, 
California. J. C. Levendowski. University 
of Minnesota, M.A. thesis ’61 

How to solve everyday problems in distribu- 
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DISTRIBUTIVE education (continued) 
tion. Natalie Kneeland. Amer Voc J 37: 
13-15 Ja 
Master the basics in distributive education. 
William B. Logan. Bus Tchg Aid M-S. 
Prentice-Hall. 2 p Free 
Merchandise information based on experi- 
ence. Arnold H. Scolnick. CEA Y 24: 
109-13 
Methods in distributive education. Ralph E. 
Mason. Interstate Printers & Publishers, 
Inc., Danville, Illinois. 204 p $3 
The nature of content mastery for the teacher 
of distribution. Peter G. Haines. Delta Pi 
Epsilon J 4: 10-19 F 
The new role of distributive educaticn. R. C. 
Van Wagenen. Bus Ed Forum 17: 24, 27 
O; Part 2. 24-25 N 
The occupation with the black eye. Carl W. 
Birchard. Bus Ed Newsletter 10: 9, 14 D 
Ohio’s wholesale management development 
program. Marguerite M. Loos. Amer Voc 
J 37: 27-28 N 
Recruitment of training stations. Jonathan 
Cottrell. Bus Ed Forum 17: 22 D 
Research in career development for distrib- 
utive education. Harland E. Samson. Bus 
Ed Forum 16: 17-19 Ap 
Retail grocery clerk training. Gary E. How- 
ard. J Bus Ed 38: 19 O 
Senior high school students’ attitudes toward 
careers in retail stores, sales occupations, 
and factors in selecting a career. Howard 
P. Akenson, University of Minnesota, M.A. 
thesis 61; N Bus Ed Q 31: 5 O 
A study of distributive education programs 
in selected public community colleges. 
James R. Busher. Kent State University, 
M.A. thesis 61; N Bus Ed Q 31: 13 O 
A study of the training programs offered to 
college women graduates by a selected 
group of department stores. Anna J. Nes- 
ser. Kansas State College of Pittsburg, 
M.S. thesis 61; N Bus Ed Q 31: 46 O 
A survey of research in distributive educa- 
tion. Roger A. Larson. University of Min- 
nesota, M.A. thesis ’61 
Teaching with tape in merchandising and 
salesmanship. Gerald D. Goldstein. CEA 
Y 24: 119-24 
There’s no business like business. Myron J. 
Krawitz. J Bus Ed 37: 243-44 Mr 
The use of business decision games in dis- 
tributive education. Richard D. Ashmun. 
University of Minnesota, M.A. thesis ’61 
What retailing’s revolution means to DE. 
Hugh E. Muncy. Amer Voc J 37: 28-29 
Mr 
DODD, James Harvey, John W. Kennedy, and 
Arthur R. Olsen 
Applied economics, 6th ed. South-Western. 
533 p $4.48 
DOHERTY, Robert E. 
Labor relations terms in Gregg shorthand. 
Today’s Sec 64: 47-48 My 
DONNELLY, Frank P. 
The 25-word approach to the typewriter key- 
board. CEA Y 24: 53-57 
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DOUGLAS, Lloyd V. 
Action by you is needed now! J Bus Ed 38: 
6-7 O 
The selection and assignment of staff mem- 
bers. N Bus Ed Q 30: 48-53 My 
A special message to business education 
teachers. CBEA Bul 19: 7-8 Ja 





and others 
Bookkeeping and the superior student. Bus 
Ed Forum 16: 15 Ja 


DOUTHERTY, Sister Maureen 

The status and functions of the chief business 
officer in selected Catholic colleges, 1959. 
Catholic University of America, M.A. the- 
sis 61; N Bus Ed Q 31: 21-22 O 

DOWNEY, Rita S. 

Follow-up study of graduates of Western 
high school, Howard county, Indiana. Ball 
State Teachers College, M.A. thesis ’61 

DOWNING, Glenn D. 
Typing can be fun. J Bus Ed 37: 185-86 F 
DROEGE, Robert C. and Beatrice M. Hill 

Comparison of performance on manual and 
electric typewriters. J Appl Psychol 45: 
268-70 *61 

DROWN, Bayne W. 
Economics—a testimony of revival. 
Forum 17: 23, 27 O 
DRY, Samuel W. 
The use of discussion. Ball State C J 33: 
14-15 My 
and Nellie E. Dry 

Teaching Gregg shorthand and transcription. 

Walch. 177 p $3 
DRYDEN, Shirley A. 

Business games in the secondary school cur- 

riculum. Bus Ed Newsletter 9: 3, 21 Ap 
DUMLER, Ruben J. 

An adventure in business education. N Bus 

Ed Q 30: 68-72 Mr 
DUNCAN, Charles H. 
Championship teaching in typewriting. Bus 
Ed Forum 17: 19, 24 D 
DUNN, Clarence L. 
See Van Voorhis, 
DUPLICATING 

Duplicating and copying methods in prac- 

titioners’ offices. Carl Lipoff. J Accy 113: 


Bus Ed 





Robert H. 


58-66 Ap 
Machine copying. Bernadette C. Metzler. Bus 
Ed Forum 16: 11-14 My 


Office copying equipment. Fred C. Archer. 
Bus Tchr 39: 15 F 

Office duplicating. Wilson Ashby. Bus ‘Ed 
Forum 16: 5 My 

Offset duplicating. Richard A. Warner. Bus 
Ed Forum 16: 8-11 My 

Standards in the office: carbon duplicating. 
Elizabeth M. Martin. Bus Ed Forum 16: 
7-8 My 

Stencil duplicating. John C. Gilliam and 
James Zancanella. Bus Ed Forum 16: 14- 
16 My 

DURHAM, William H., Jr. 

The relationship between beginning business 
teachers’ problems and their undergradu- 
ate professional learning experiences at 
East Carolina college. Indiana University, 
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DURHAM, William H., Jr. (continued) 
Ed.D. thesis 61; J Bus Ed 37: 339 My; 
N Bus Ed Q 31: 22-23 O 
DVORAK, Earl A. 
Contributions research has made to advance- 
ment of business cducation. N Bus Ed Q 


30: 4-7 Mr 
DYE, Howard S., John R. Moore, and J. Fred 
Holly 
Economics: principles, problems, and per- 


spectives. Allyn & Bacon. 608 p $7.75 


EASTERN business teachers association 

Secretarial education with a future. American 
Business Education Yearbook, Vol. XIX, 
1962. Dorothy H. Veon, ed. Joint Publi- 
cation Commission of the Eastern Business 
Teachers Association and the National 
Business Teachers Association. New York 
University Bookstore, 18 Washington 
Place, New York 3, New York. 460 p $5 

EBERSOLE, Amanda and others 

Moderns make money behave. Institute of 
Life Insurance, 488 Madison Avenue, New 
York 22, New York. 35 p Free ’61 

EBERT, Geraldine B. 

Basic content for the student teaching phase 
of business teacher preparation. University 
of Oklahoma, Ed.D. thesis 61; J Bus Ed 
37: 251 Mr 

ECONOMICS 

Applied economics, 6th ed. James Harvey 
Dodd, John W. Kennedy, and Arthur R. 
Olsen. South-Western. 533 p $4.48 

Are we flunking economics? D. Selakovich. 
High School Journal 46: 47-52 N 

Bookkeeping and related economic learning. 
William J. Mason. Bus Ed Forum 17: 13 D 

Business administration and economic edu- 
cation. Gerald A. Porter and _ others. 
NABTE Bul 76: 23-25 

Business and economics for all college stu- 
dents. Charles R. Walker. Bal Sheet 43: 
349-51 Ap 

Business and economics in the general edu- 
cation programs of colleges and univer- 
sities. Charles R. Walker. University of 
Oklahoma, Ed.D. thesis 61; J Bus Ed 37: 
157 Ja; N Bus Ed Q 31: 68-69 O 

Changing composition of labor force. Louis 
F. Buckley. Cath Bus Ed R 14: 27-32 Fall 

Common sense economics. David R. Dilley. 
J Bus Ed 37: 195-99 F 

The controversy concerning administrative 
control of economics. Edwin L. Carey. 
Coll N & V 15: 1-4 Mr 

Economic education is your responsibility. 
Paul S. Lomax. J Bus Ed 38: 92-93 D 

Econcmic education problems solved at the 
source. John C.: Gilliam. Bal Sheet 43: 
340-42, 374 Ap 

Economic growth. Rendigs Fels. Newsletter 
JCEE 6-7, 10 F 
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ECONOMICS (continued) 

Economics—a testimony of revival. Bayne 
W. Drown. Bus Ed Forum 17: 23, 27 O 

Economics: an analytical approach, rev. ed. 
Ralph Kirby Davidson and others. Irwin. 
450 p $7.50 

Economics and you. rev. ed. Sol Holt. Scrib- 
ner’s.-598 p $4.48 

Economics for teen-agers. John J. Graham. 
Bus Tchg Aid D-2. Prentice-Hall. 2 p Free 

Economics in action—readings in current ec- 
onomic issues, 2nd ed. Shelley M. Mark 
and Daniel M. Slate. Wadsworth. 477 p 
$3.95 

Economics in the high school. Warren C. 
Scoville. Bal Sheet 43: 292-96, 336 Mr 

Economics on TV a reality. Newsletter JCEE 
1-2 O 

Economics: principles, problems, and per- 
spectives. Howard S. Dye, John R. Moore, 
and Fred Holly. Allyn & Bacon. 608 p 
$7.75 

Economics—the lamplighter. Emerson P. 
Schmidt. Bal Sheet 44: 148-51, 181 D 

Educating youth for economic competence. 
Sister Mary Emil. Cath Bus Ed R 13: 
11-16 Summer 

Emphasis on economic education. Gladys 
Bahr. Bus Ed World 43: 22-23, 40 O 

The encyclicals and economic education. 
Brother Leo V. Ryan. Cath Bus Ed R 13: 
17-19 Summer 

An evaluation of the economic literacy of 
the graduating seniors of Austin high 
school, Austin, Minnesota. Duane Guy 
Bell. Mankato State College. M.S. thesis 
61; N Bus Ed Q 31: 9-10 O 

Importance of economic education in the sec- 
ondary school. D. M. Keezer. Nat Assn. 
Sec Sch Prin Bul 46: 222-33 My 

Learning resources institute presents the 
American economy. Victoria Daily. Bus 
Ed Newsletter 10: 9-12 S 

Let’s underwrite the teaching of economics. 
Maurice H. Schreiber. Bal Sheet 43: 400- 
401 My 

Materials for economic education. Jane F. 
White. Bus Ed World 43: 27 D 

The national debt. Lois J. Campbell. Bus Ed 
Forum 16: 18-20 Mr 

~ for teachers. Newsletter JCEE 


New resources for economic education. News- 
letter JCEE 2 F 

Operation econ. Future Bus Leader 16: 8-9 
Fall 

Operation econ launched. Bus Ed Forum 17: 
9 N 


Problems in economic education and a pro- 
posed approach. Kimball Wiles. Topics 12: 
1-2 Fall 

Progress in closing the materials gap in eco- 
nomic education. L. E. Wagner. Nat Assn 
Sec Sch Prin Bul 46: 100-11 Mr 

Promotion of economic education in the 
high school by economic organizations. 
Joseph A. Lesak. Illinois State Normal Uni- 
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ECONOMICS (continued) 

versity, M.S. thesis ‘61; N Bus Ed Q 31: 
39 O 

Public education’s newest challenge—the 
menace of economic illiteracy. Donald R. 
Terry. Ohio Sch 40: 6-7 D 

Quickie quiz—economics. William Mason. 
Sec 22: 14-15 Ap 

The relative value of selected economic con- 
cepts. James K. Stoner. Bal Sheet 44: 100- 
104 N 

The role of profits in the United States. 
William F. Butler. Newsletter JCEE 8-9, 
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The role of the work-book in the teaching 
of law and economics. Inter Rev for Bus 
Ed 59: 93-96 Ap 

The science of business economics faced by 
new problems. Inter Rev for Bus Ed 59: 
17-18 Ap 

Significant changes in our economy. William 
H. Blake. Amer Bus Ed 17: 143-45, 188 
Mr 

Slow learner can learn! S. Sierles. Clearing 
House 36: 361-63 F 

The Soviet economy. Yvonne Rippon. Bus 
Ed Forum 16: 20-22 Mr 

A study of economic education in the high 
schools and junior colleges of Kansas. 
Kenneth K. Harsha. Kansas State Teachers 
College, M.S. thesis ’61 

A study to determine the organization and 
content of a course in economics for senior 
high school students. Donald A. Dachner. 
Sacramento State College, M.A. thesis °61; 
N Bus Ed Q 31: 20 

A suggested project for operation econ. Hugh 
Lovell. Bus Ed Forum 17: 31-32 D 

The superior student learns about the Amer- 
ican business economic system. Bus Ed 
Forum 16: 2-7 Ja 

Teachable creativity in economics and busi- 

. Jere W. Clark. Coll N & V_ 16: 
11-16 D 

Teacher preparation in economics at Cali- 
fornia state colleges. James G. Marmas. 
Stanford University, Ed.D. thesis °61 

Teachers guide to economics in the business 
education curriculum. Joint Council on 
Economic Education and National Busi- 
ness Education Association, 1201 Sixteenth 
ty N.W., Washington 6, D. C. 96 p 
1.25 

Teaching about economic growth. Albert 
Alexander. Newsletter JCEE 8-9, 11 F 

Teaching about the role of profits in the 
United States. Stowell S. Symmes. News- 
letter JCEE 10-11, 14 O 

Teaching about United States foreign trade 
policy in 1962. Hazel J. Jones. Newsletter 
JCEE 4-5, 10 My 

Too many captains in economic education! 
Herbert A. Tonne. J Bus Ed 37: 180-81 F 

United States foreign trade policy in 1962. 
James D. Calderwood. Newsletter JCEE 
4-5, 10 My 

Value judgments in economic education. E. 
L. Carey. Social Ed 26: 181-84 Ap 
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ECONOMICS (continued) 
What are we talking about? Stuart Chase. 
CBEA Bul 19: 5-6 Mr 
EDERER, Rupert 
Class conflict and the business educator. Cath 
Bus Ed R 13: 44-49 Winter 
EDMONDSON, Beatrice 
Personality incognito. Bus Ed World 43: 31, 
33 S 
EHLEY, Marvin 
Status of shorthand in the fully accredited 
high schools of North Dakota. University 
of North Dakota, M.S. thesis 61; N Bus 
Ed Q 31: 23 O 
ELLWANGER, Dorothy N., L. J. McKinley, and 
Sara A. Worman 
Record keeping prevents bookkeeping head- 
aches. Bal Sheet 44: 67-68 My 
EMPLOYMENT 
Are we preparing students to pass placement 
tests? Arthelia V. Alexander. Bus Ed World 
42: 28, 37 My 
Good skills equal good luck. Audrey Schmidt. 
Today’s Sec 65: 55-56 O 
Headed for the firing line? Marilyn French. 
Today’s Sec 64: 22-23, 55 F 
The job clinic. Priscilla M. Moulton. Bus 
Tchr 40: 11 S-O 
Management speaks out on the personnel de- 
partment. LeRoss Parker. Today’s Sec 65: 
30-32, 83 N 
Office service employment for women college 
graduates in metropolitan Oklahoma City. 
Lois Adele Thompson. University of Okla- 
homa, Ed.D. thesis 61; J Bus Ed 37: 294 
Ap; N Bus Ed Q 31: 65-66 O 
The place of woman in today’s economic 
world. Mother St. Laurent. Cath Bus Ed 
R 13: 41-44 Spring 
Selecting the best stenographer. Edward A. 
Perkins, Jr. and Robert E. Wiper. Ad- 
vanced Megt-Office Exec 1: 18-21 N 
A study of the clerical employment experi- 
ence of the graduates of Villa Maria acad- 
emy, Erie, Pennsylvania. Sister Mary Ellen 
Crishock. Catholic University of America, 
M.A. thesis ’61 
A study of the expressed employment needs 
of employers in the Syracuse metropolitan 
area with implications for the office occu- 
pations program in the Syracuse public 
schools. Edwin Weeks. Syracuse Univer- 
sity, Ed.D. thesis 61; J Bus Ed 38: 75 N 
A study of the types of written tests, given 
secretarial, stenographic, and clerical ap- 
plicants in the Joplin, Missouri, area. Wi- 
nona L. Crampton. Kansas State College 
of Pittsburg, M.S. thesis 61; N Bus Ed Q 
31: 19-20 O 
Success—you can make it happen. Patrick 
B. Comer. Sec 22: 20-23 O 
A survey of initial employment opportunities 
in office occupations for graduates of New- 
man central Catholic high school, Sterling, 
Illinois, with implications for curriculum 
revision, 1958. Sister Mary Denis Bruck. 
Catholic University of America, M.A. the- 
sis 61; N Bus Ed Q 31: 110 
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EMPLOYMENT (continued) 
Teacher never told me. . . Today’s Sec 64: 
24-25, 60 My; 22-23, 59 Je 
{he trend in unemployment since 1946. Fred- 
eric F. Smith. Kansas State Teachers Col- 
lege, M.S. thesis 61 
Try this form for evaluating and recom- 
mending students. Dale E. Shaffer. Bus Ed 
World 42: 14-15 Ap 
EQUIPMENT and supplies 
A business school’s electronic classroom. Bus 
Ed World 43: 19-20 O 
Carbon paper pointers. Today’s Sec 64: 36, 
71 Mr 


Catalog of business classroom equipment. 
Bus Ed World 42: 18-51 Mr 

Dig up that hidden treasure! Esther M. Stiles. 
Bus Ed World 42: 20, 33 F 

Electric typewriters can be justified. Robert 
E. Wiper. Bal Sheet 44: 108-11, 140 N 

How to plan your office practice lab. Bob 
L. Geske and Joann M. Geske. Bus Ed 
World 42: 15-17 Mr 

How we teach our students to care for their 
typewriters. Violet F. Boggess. Typ News 
32: 4, 6 

A laboratory for secretarial students. Leon- 
ard L. Greene. J Bus Ed 37: 281-82 Ap 

Make use of an electronic classroom in short- 
hand. Barbara Marting. Bal Sheet 43: 249- 
50, 286 F 

New business equipment. See issues Bus Ed 
World 

Paper does make the difference. Barbara 
Wiest. Today’s Sec 64: 30-32, 56 Mr; 28- 
29, 60 Ap 

Plans for the office machines-office practice 
room at Central Michigan university. Ima 
Chambers, Lois Cross, and Karl Howe. J 
Bus Ed 37: 182-84 F 

Product points. See issues Today’s Sec 

The salesman: you; the prospect: your boss; 
the product: new equipment. Marilyn 
French. Today’s Sec 64: 28-29, 58 Mr 

Shorthand dictation labs at the college level 
—Church college of Hawaii. Patricia Z. 
Hanna. Bus Ed World 43: 13 S 

Shorthand dictation labs at the college level 
—university of South Florida. C. C. Miller 
and Ernest E. Miller. Bus Ed World 43: 
11-12 S 

A survey of office machine equipment in 25 
business firms in the Atchison, Kansas, 
area. Charles L. Oberzan. Kansas State 
College of Pittsburg, M.S. thesis ’61 

To lease or not to lease? Sister Mary Paulette. 
Bal Sheet 44: 154-58 D 

Typewriters are for carrying. Today’s Sec 65: 
38-39, 70 N 

Typewriters are for typing. Today’s Sec 65: 
44:46, 81 S 

We can improve transcription by using dic- 
tating machine manufacturers’ teaching 
aids. Raymond Hamilton. Bus Ed World 
42: 18-23 Ja 

We rent our dictation-transcription equip- 
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EQUIPMENT and supplies (continued) 
ment. Margaret B. Lotz. Bus Ed World 
43: 18-19 O 
You can build your own dictation-transcrip- 
tion booths. Richard G. Shaffer. Bus Ed 
World 43: 20 O 
ERDAHL, C. A. 
A modern profit concept in the retail selling 
field. J Accy 114: 57-62 S 
ERICKSON, Bernice O. 
8th grade typing needn’t be a frill course. 
Bus Ed World 43: 17, 40 N 
ERICKSON, Lawrence W. 
See Lessenberry, D. D. 
ESPESETH, Vernon Knute 
Creativity in typewriting teaching methodol- 
ogy applied to selected physically handi- 
capped students. University of North Da- 
kota, M.S. thesis 61; N Bus Ed Q 31: 240 
ETHICS 
An argument for a course in business ethics 
in the business administration college. 
George E. Rejda. Cath Bus Ed R 13: 30-33 
Spring 
Business ethics. Rouette Mochrie. J Bus Ed 
37: 140-41 Ja 
Moral obligation and modern business. Wil- 
liam Henry Harris. Southern Ill Bus Bul 
12: 10-14 Winter 
Morals, motive, and economic activity. Bene- 
dict. A. Paparella. Cath Bus Ed R 13: 23- 
29 Spring 
Mother and teacher—a three-part commen- 
tary. Charles B. Aziere. Cath Bus Ed R 13: 
29-38 Winter 
Personal responsibility in the business world. 
William H. Reid. Cath Bus Ed R 13: 39- 
43 Winter 
EVALUATION 
Evaluation of student progress. Richard F. 
Reicherter. Bus Ed Newsletter 10: 3, 12 S 
Grade your machines students with this plan. 
Andrew J. Malahan. Bus Ed World 42: 
24, 34 Je 
This grading plan for speed motivates short- 
hand students. Ellis J. Jones. Bus Ed World 
42: 16-18 Je 
What to remember in grading first-year type- 
writing. Virginia L. Hatch. Bus Ed World 
43: 33 N 
EVERHART, Edgar S. 
How can the high school best serve the needs 
of our community? CBEA Bul 19: 5-6 Ja 
EXTRACURRICULAR activities 
Career development through the club. Wil- 
liam J. Brady, Jr. Bus Ed Forum 16: 16 


Ap 

A faculty advisor’s guide for supervision of 
the high school newspaper. Grayce A. 
Krom. Central Connecticut State College, 
M.S. thesis 61; N Bus Ed Q 31: 38 O 

High school business education department 
theories and practices in publishing a du- 
plicated high school newspaper in the small 
Minnesota high school. Martha M. Rob- 
erts. University of North Dakota, M.S. 
thesis 61; N Bus Ed Q 31: 560 


Te 
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EXTRACURRICULAR activities (continued) 

Parliamentary procedure. See issues Future 
Bus Leader 

Phi Beta Lambda—an important develop- 
ment. Hamden L. Forkner. Future Bus 
Leader 16: 3 Spring 

Proposed assembly program by the business 
education department. M. Kent. School 
Activities 33: 277-99 My 

The school bank. Ronald L. Vaughn. Bal 
Sheet 44: 15-16 S 

Secretarial club builds teamwork. Sofrona L. 
Smith. J Bus Ed 38: 17-18 O 

Speaking extemporaneously. Future 
Leader 16: 6-7 Summer 

A study to determine the values of student 
participation in school activity records to 
increase student knowledge and _ under- 
standing of bookkeeping. Don A. List. 
Ohio Bus Tchr 22: 72, 83 Ap 

EYSTER, Elvin S. 

Emerging opportunities for business educa- 
tion. J Bus Ed 37: 178-79 F 

It is not either ...or...J Bus Ed 38: 
50-51 N 


Bus 


FARLEY, Gilbert J. 

The role of the community college in the 
preparation of the semiprofessional office 
worker. Indiana University, Ed.D. thesis 
61; J Bus Ed 37: 294 Ap; N Bus Ed Q 31: 
24-250 

FARMER, Geraldine M. 

An experiment to test the validity of a meas- 
ure of the difficulty of shorthand dictation 
materials. University of Minnesota, Ph.D. 
Thesis 61; J Bus Ed 38: 116 D 

FARRELL, Thomas, Jr. 
Some speculations about communications. 
ABWA Bul 26: 11-16 Ap 
FARRIS, Virginia E. 
Office courtesy. Sec 22: 26-28 Ja 
FASNACHT, Harold D. and Harry B. Bauvernfeind 

How to use business machines, 2nd ed. 

Gregg. 128 p $2.28 
FAST LEARNERS 

Basic business and the superior student. 
Gerald A. Porter and others. Bus Ed 
Forum 16: 16-17 Ja 

Bookkeeping and the superior student. Lloyd 
V. roe and others. Bus Ed Forum 16: 
1S Ja 

Business education and the superior student. 
Milton C. Olson. Bus Ed Forum 16: 1 Ja 

The business program for the superior stu- 
dent. Paul S. Lomax and others. Bus Ed 


Forum 16: 11-14 Ja 
Check list for your school. Bus Ed Forum 
16: 10 Ja 


Distributive education and the superior stu- 
dent. Forrest L. Mayer. Bus Ed Forum 16: 
17 Ja 
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FAST LEARNERS (continued) 

Identifying and teaching the more capable 
bookkeeping student. Lewis D. Boynton. 
Bus Ed Forum 16: 25, 31 Ap 

Let’s help academically talented students. G. 
Jay Christensen. Bus Ed World 43: 28, 
38 N 

Motivating the superior typing student. Ruth 
I. Anderson. Bus Tchg Aid T-11. Prentice- 
Hall. 2 p Free 

Provisions by businesses in Hastings, Nebras- 
ka, for the academically talented students. 
Wilma M. Pauley. University of Idaho, 
M.S. thesis 61 

Selected references for the teacher of su- 
perior students. Bus Ed Forum 16: 17 Ja 

Shorthand and the superior student. Alvin B. 
Danielson. Bus Ed Forum 16: 15 Ja 

Summary and recommendations. Bus Ed 
Forum 16: 9 Ja 

The superior student deserves wise counsel- 
ing. Bus Ed Forum 16: 8 Ja 

The superior student gains competence in 
basic office skills and understandings. Bus 
Ed Forum 16: 7-8 Ja 

The superior student learns about the Ameri- 
can business economic system. Bus 
Forum 16: 2-7 Ja 

The superior student prepares for college. 
Bus Ed Forum 16: 7 Ja 

The superior student uses business skills to 
facilitate learning. Bus Ed Forum 16: 9 Ja 

Superior students need motivation, too. Mary 
Witherow. Bus Ed World 42: 5 Ja 

Teaching typewriting to gifted seventh-grade 
pupils. Marion Wood. Bus Ed Forum 17: 
14-15 N 

Teaching typewriting to gifted sixth-grade 
pupils. Phyllis Strong. Bus Ed Forum 17: 
15-17 N 

Typewriting and the superior student. Doro- 
thy Travis. Bus Ed Forum 16: 15-16 Ja 

FELS, Rendigs 
Economic growth. Newsletter JCEE 6-7, 10 F 
FELTER, Emma K. 

Tests and character development in clerical 

practice. CEA Y 24: 65-69 
FELTON, King D. 

A study of the effect of music in the typewrit- 
ing classroom. University of Southern Cali- 
fornia, M.S. thesis °61 

FENNELL, Jay L. 

An experimental work-experience program in 
the small high school. Mankato State Col- 
lege, M.S. thesis 61; N Bus Ed Q 31: 250 

FERRER, Maria L. 

Distributive education in Puerto Rico. Amer 

Voc J 37: 20-21 O 
FERRIS, A. Elizabeth 

The qualified private secretary in England. 

N Bus Ed Q 30: 51-53 Mr 
FIALA, R. J. 

Story-vocabulary tests help in business law. 

Bus Ed: World 42: 11-12 My 
FIDLER, Gordon L. 

All our students type on electrics all year. 

Bus Ed World 42: 20-21 Je 
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FILING 

Ask the experts. N. Mae Sawyer. See issues 
Today’s Sec 

Education needed for administrators of rec- 
ords management programs. Mary Claire 
Griffin. Ohio State University, Ph.D. thesis 
’°61; J Bus Ed 38: 32 O; N Bus Ed Q 31: 
29-30 O 

Filing and finding. William Selden, Lura 
Lynn Straub, and Leonard J. Porter. Pren- 
tice-Hall. 122 p $3.28 

An inexpensive filing unit. Benjamin J. No- 
vak and Joseph Klein. J Bus Ed 38: 86 N 

On-the-job filing techniques. William Selden. 
Bus Tchg Aid K-2. Prentice-Hall. 2 p Free 

Production work in filing. Kathleen Flood. 
Bus Tchg Aid K-3. Prentice-Hall. 2 p Free 

Progressive filing and records management, 
college series. Gilbert Kahn, Theodore 
—— and Jeffrey R. Stewart. Gregg. 256 
p $4 

Tests for Gregg filing awards. See issues Bus 
Tchr 

Three-way filing problem. Leonard J. Porter. 
Bus Tchg Aid K-4. Prentice-Hall. 2 p Free 

Where was it filed? Future Bus Leader 16: 
10-11 Winter 

FINCH, Robert 

An experiment in card punch instruction. Bal 

Sheet 43: 299-301 Mr 
FISHER, Ronald E. 

Add realism to your unit on stocks and 
bonds. Bus Ed Observer 34: 18-21 Fall 

A growing frontier in New Jersey—junior 
NOMA. Bus Ed Observer 33: 3-4, 10 
Winter 

FISK, McKee 

Is the image tarnished? CBEA Bul 19: 3-4 

Ja; Bal Sheet 43: 419 My 
FITCH, Stanley K. 

Incidental learning of formal grammar in ad- 
vanced typewriting classes. University of 
Southern California, Ed.D. thesis °61; J 
Bus Ed 38: 116 D 

Learning grammar in advanced typewriting. 
J Bus Ed 38: 61-62 N 

An organismic approach to typewriting and 
shorthand. J Bus Ed 37: 142-44 Ja 

FLANNERY, James D. 

A study of salesmanship unit content as 
taught in cooperative part-time programs 
in Illinois, lowa, Minnesota, and Nebraska. 
University of Minnesota, M.A. thesis ’61 

FLASHNER, Esther D. | 

An approach to the teaching of bookkeeping. 

CEA Y 24: 97-102 
FLOOD, Hazel A. 

Helping students meet office standards in 

transcription. Bus Ed Forum 16: 28-29 Ap 
FLOOD, Kathleen 

Production work in filing. Bus Tchg Aid K-3. 

Prentice-Hall. 2 p Free 
FOLEY, Anne 

Insurance: a wide-area career. Today’s Sec 
64: 24-25, 54 F 

Memo to: eager beavers. Today’s Sec 64: 
16-17, 45 Ja 
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FOLLOW-UP studies 
A follow-up of business graduates of South 
high school, Valley Stream, New York. 
Helen Konefal. Hunter College, M.S. thesis 
61 


Follow-up study of business graduates of the 
Perry, Iowa, high school for the years 
1956-59 as a basis for improving the Perry 
business curriculum. Larrie LaFoy. State 
College of Iowa, M.A. thesis 61 

A follow-up study of graduates of West high 
school (Morristown, Tennessee) 1949-58. 
William P. Osborne. University of Tennes- 
see, M.S. thesis 61; N Bus Ed Q 31: 48- 
49 O 

Follow-up study of graduates of Western high 
school, Howard county, Indiana. Rita S. 
Downey. Ball State Teachers College, 
M.A. thesis 61 

A follow-up study of 1956-60 graduates of 
Wellsville, Kansas, high school. Will E. 
Jacobs. Kansas State College of Pittsburg, 
M.S. thesis ’61 

A follow-up study of 120 business education 
graduates of San Jose state college. Kikuko 
Okawa. San Jose State College, M.A. the- 
sis 61 

A follow-up study of the Elyria high school 
clerical specialist graduates from 1954 
through 1960 for the purpose of learning 
how effective their training has_ been. 
Carol M. Roser. University of North Da- 
kota, M.S. thesis 61; N Bus Ed Q 31: 
56-57 O 

A follow-up study of the graduates of La 
Sierra high school, 1959-60. Marie Phil- 
+ Sacramento State College, M.A. thesis 
61 


A follow-up study of the graduates of the 
division of business from 1918 to 1958 di- 
rected toward curriculum evaluation in 
business administration. Robert J. Seider. 
-- State Teachers College, M.S. thesis 
61 


A follow-up study of the medical assisting 
graduates of the New York City Com- 
munity college and the implications for 
changes in the curriculum. A. Frances 
Casey. Columbia University, Ed.D. thesis 
61; N Bus Ed Q 31: 15-160 

A follow-up study of the 1958 and 1959 
graduates of Monona Grove high school, 
Madison, Wisconsin. Catherine T. Zwiebel. 
University of Wisconsin, M.S. thesis 61 

FORD, Wynnie 

New opportunities for business education 
through general education. Ball State C J 
33: 13 F 

FORKNER, Hamden L. 

Bookkeeping is data processing. Bal Sheet 
43: 268-69 F 

Keep stars in your eyes. Future Bus Leader 
16: 3 Summer 

Phi Beta Lambda—an important develop- 
ment. Future Bus Leader 16: 3 Spring 

A recipe for economic suicide. Bus Ed Forum 
16: 9-12 Mr 
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FORKNER, Hamden L. (continued) 
Use student teams to teach bookkeeping. Bal 
Sheet 43: 347-48 Ap 
What it means to be a state president. Future 
Bus Leader 16: 3 Winter 
See also Carlson, Paul A. 
FOWLER, Jean C. 
Let's make every day B-I-E day. Bus Ed 
World 43: 21-22 N 
FOY, Fred C. 
Do college graduates know enough about 
business? J Bus Ed 38: 112-14 D 
FRANCIS, Henry E. 
Teaching businessmen to write. ABWA Bul 
27: 8-10 D 
FRANK, George W. 
See Matz, Adolph 
FRASER, Lily M. 
New sights ahead with the future secretary 
association. Sec 22: 12-13 Je 
FRAZIER, Lois E. 
The problems beginning secretaries experi- 
ence with office dictation. Indiana Univer- 
sity, Ed.D. thesis 61; J Bus Ed 38: 33 O; 
N Bus Ed Q 31: 25-26 O 
FREDERICK, Donald G. and others 
A new undergraduate curriculum in market- 
ing. Coll N & V 15: 5-9 Mr 
FREEMAN, Louis 
Don’t let your program be watered down! 
Bus Ed World 43: 35-36 O 
FREEMAN, M. Herbert 
How to improve instruction of bookkeeping. 
CBEA Bul 19: 11, 14 Mr 
FRENCH, Marilyn 
Headed for the firing line? Today’s Sec 64: 
22-23, 55 F 
The high cost of procrastination. Today’s Sec 
64: 18-19, 45 Ja 
Is it true what they say about secretaries? 
Today’s Sec 65: 52-53 S 
The salesman: you; the prospect: your boss; 
the product: new equipment. Today’s Sec 
64: 28-29, 58 Mr 
FRERICHS, Alberta 
Setting practical standards for machine tran- 
scribers. Bus Ed Forum 16: 22-23 F 
FRIEDMAN, Sandra 
Political terms in Gregg shorthand. Today’s 
Sec 65: 63-64 N 
FRIEDMAN, Sherwood and Jack Grossman 
Applied clerical practice, 2nd ed. Pitman. 
485 p $3.80 
FRIES, Albert C. 
See Gregg, John R. 
FRINK, Inez 
A comprehensive analysis and synthesis of 
research and thought pertaining to short- 
hand and transcription, 1946-57. Indiana 
University, Ed.D. thesis 61; N Bus Ed Q 
31: 26-27 O 
FRISBIE, M. Adele 
Emerging electronic data processing and its 
relation to office employment and costs, 
1930-1957, and implications for business 
training. Alpha Chapter, Delta Pi Epsilon, 
New York University, Washington Square, 
New York 3, New York. 30 p 


27 


FRISBIE, M. Adele (continued) 
Objectives for and the selection of subject 
matter for secretarial office practice. Amer 
Bus Ed Y 19: 327-51 
FROSCH, Adrienne 
Business education and international develop- 
ment. N Bus Ed Q 30: 45 Mr 
FRYE, Roy 
See Tiemann, Ernest 
FUTURE business leaders of America 
Extemporaneous speaking: some tips for 
FBLA members. Reginald V. Holland. Bus 
Ed Forum 16: 37 Ap 
The future business leaders of America. 
Richard D. Clanton. N Bus Ed Q 30: 77- 
81 My 
FBLA chapters promote dress right week. 
Bus Ed Forum 16: 41-42 Mr 
FBLA <conventior highlights. Bus Ed Forum 
17: 39-40 O 
FBLA dress right week April 1-7. Future Bus 
Leader 16: 6-7 Spring 
FBLA’s contributions to the department of 
business education. Virginia S. Atkinson. 
Bus Ed Forum 16: 23 Ja 
1962 FBLA national convention highlights. 
Future Bus Leader 16: 10-11 Fall 
Operation econ launched. Bus Ed Forum 17: 
39 N 


Phi Beta Lambda—an important develop- 
ment. Hamden L. Forkner. Future Bus 
Leader 16: 3 Spring 

Phi Beta Lambda and college FBLA. Bus Ed 
Forum 16: 32a-32b F 

A suggested project for operation econ. Hugh 
Lovell. Bus Ed Forum 17: 31-32 D 

Survey local businesses. Ruby B. Knox. Bal 
Sheet 43: 244-46, 288 F 

What it means to be a state president. Ham- 
den L. Forkner. Future Bus Leader 16: 
3 Winter 

What we can do. Future Bus Leader 16: 5 
Winter 

The work of FBLA. Linda Cole. Future Bus 
Leader 16: 3-4 Fall; Bus Ed Forum 17: 
39-40 N 

Your home office-study. Future Bus Leader 
16: 11 Spring 

FUTURE secretary association 

New sights ahead with the future secretary 
association. Lily M. Fraser. Sec 22: 12-13 
Je 


G 


GAFFGA, Ruth H. 
The new supervisor. J Bus Ed 38: 109-11 D 
GALLINOT, Ruth 
Our 20th year—a time to reflect; a time to 
look ahead. Sec 22: 1, 4-6 My 
GAMMARDELLA, Jane 
Survey of college entrance requirements. Bal 
Sheet 43: 352-54, 373 Ap 
GARRISON, Lloyd L. 
The land-grant philosophy applied to the 
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GARRISON, Lloyd L. (continued) 
business school of the future. Coll N & V 
16: 1-20 
GARVEY, Claudia 
See Strony, Madeline S. 
GASMAN, Dorothy 

Advanced shorthand and transcription—a de- 

velopmental approach. CEA Y 24: 24-32 
GEIST, R. C. 

Experiment for advertising classes. H Points 

44: 53-54 Mr 
GELLER, Elmer G. 

An analysis of criteria used by a selected 
group of Kansas State College of Pitts- 
burg, M.S. thesis ’61 

GERFEN, Richard C. 

Executive Utopia: better reports and fewer of 

them. ABWA Bul 26: 4-11 F 
GERLITZ, Alexander H. 

Supplementary materials for teaching second- 
year bookkeeping in high school. Sacra- 
mento State College, M.A. thesis 61; N 
Bus Ed Q 31: 27 O 

GESKE, Bob L. and Joann M. Geske 

How to plan your office practice lab. Bus Ed 

World 42: 15-17 Mr 
GETZ, S. George 

Increasing your knowledge of business law. 
Bus Tchg Aid L-3. Prentice-Hall. 2 p Free 

Item writing for business law tests. CEA Y 
24: 125-33 

GHENT, Robert S. 

Advanced placement for business education. 
J Bus Ed 37: 245-46 Mr 

Help stamp out business education! Bus Ed 
World 43: 22-23 S 

GIBSON, E. Dana 

Automation in business and in business edu- 
cation. Amer Voc J 37: 18-19 O 

The future of business machines. Bus Tchg 
Aid J-2. Prentice-Hall. 2 p Free 

GILLIAM, John C. 

Economic education problems solved at the 
source. Bal Sheet 43: 340-42, 374 Ap 
and James Zancanella 


Stencil duplicating. Bus Ed Forum 16:- 14-16 


My 
GOLDSTEIN, Gerald D. 
Job retention among cooperative course 
pupils. H Points 44: 67-68 N 
Teaching with tape in merchandising and 
salesmanship. CEA Y 24: 119-24 | 
GORDON, Leland J. 
Economics for consumers, 4th ed. American. 
576 p 61 
GOSLIN, Willard E. 
The development of leadership in education. 
New Images in Bus Ed 1-17 
GRAFF, Doris M. 
Worthy of reference. See issues Advanced 
Megt-Office Exec 
See also Latham, William H. 
GRAHAM, John J. 
Economics for teen-agers. Bus Tchg Aid D-2. 
Prentice-Hall. 2 p Free 
GRAM, Henry H. 
Can we raise the level of d.e. students? Bus 
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GRAM, Henry H. (continued) 
Ed World 42: 16-17 Ap 
GRANT, Earl S. 

Successful devices in teaching bookkeeping. 

Walch. 249 p $3 
GRATZ, Jerre E. 

Identification and analysis of the major issues 
in selected business education subjects of 
the public secondary schools. University of 
Houston, Ed.D. thesis °61; J Bus Ed 38: 
116 D 

Major issues in business education. Mono- 
graph 106. South-Western. 108 p Free 

GRAVES, B. B. 

The involvement process—a teaching tech- 

nique. Coll N & V 16: 17-18 D 
GRAVES, Esther B. 

A study of job specifications for clerical and 
stenographic positions available to recent 
high school graduates in selected indus- 
tries. Sacramento State College, M.S. thesis 
61; N Bus Ed Q 31: 27-28 O 

GRAVES, Helen and William Mitchell 

No classroom is an island. Bus Ed Forum 

17: 19 N 
GRECO, Monica Z. 
Do-it-yourself bookkeeping practice sets. J 
Bus Ed 37: 279-80 Ap 
GREEN, Helen H. 
Just between us. See issues Bus Ed World 
GREEN, Hubert H. 

Let’s teach bookkeeping to the college-bound 

student. Bus Ed Forum 17: 21, 27 O 
GREEN, J. J. and C. W. Brownell 

The businessman comments on the business 
graduate of 1976. Amer Bus Ed 17: 173- 
75, 188 Mr 

GREENE, Leonard L. 

A laboratory for secretarial students. J Bus 

Ed 37: 281-82 Ap 
GREENE, Mark B. 

Fundamentals of risk insurance. South-West- 

ern. 814 p $8 
GREENE, William F. 

A compilation of devices for teaching gen- 
eral business. University of Tennessee, 
M.S. thesis 61; N Bus Ed Q 31: 28 O 

GREENFIELD, Mary Frances 
A general clerical project—from the chin up. 
Bus Ed Forum 16: 10-12 F 
GREENFIELD, Maynard S. 
See Randall, Clarence B. 
GREER, Aileen K. 

A comparative study, as viewed by the em- 
ployer and the employee, of the in-service 
business training needs of office workers in 
Waynesboro, Virginia. Virginia Polytech- 
nic Institute, M.S. thesis 61; N Bus Ed Q 
31: 28-290 


GREGG, John R., Albert C. Fries, Margaret F. 


Rowe, and Dorothy L. Travis 
Applied secretarial practice, 5th ed. Gregg. 
512 p $4.84 
GRESOCK, R. J. 
A stimulant for the general business class. 
J Bus Ed 37: 241-42 Mr 
GRIFFIN, Lucille 
CPS notebook—preparing. Sec 22: 14-15 O 
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GRIFFIN, Mary Claire 

Education needed for administrators of rec- 
ords management programs. Ohio State 
University, Ph.D. thesis 61; J Bus Ed 38: 
32 O; N Bus Ed Q 31: 29-30 O 

GRIFFITH, Dexter K. 

A definitive study of the duties of training 
directors in selected Bay area firms. San 
Francisco State College, M.A. thesis ’61; 
N Bus Ed Q 31: 31 O 

GRINSTEAD, Edna P. 

A study of the relationship of stated motives 
of students and graduates of Iowa state 
teachers college for selecting business edu- 
cation as a major to superior intellectual 
ability and reported success on the job. 
New York University, Ed.D. thesis 61 

GROSSMAN, Jack 
Speed versus accuracy in typewriting. New 
York Society for the Experimental Study 
of Education Yearbook 17-21 ‘61. 110 
Livingston Street, Brooklyn 1, New York 
and Sherwood Friedman 
Handbook for typists, 2nd ed. Pitman. 72 p 
$.60 





GROUT, Geraldine |. 

Relevancy of learning experiences in courses 
of the professional sequence at Washing- 
ton Missionary college to problems of Sev- 
enth-Day Adventist academy teachers. In- 
diana University, Ed.D thesis 61; N Bus 
Ed Q 31; 31-32 O 

GROVOM, Dorothy C. 

An undergraduate course in orientation to 
business education. N Bus Ed Q 31: 57- 
64 D 

GRUBBS, Robert L. 

Variable line writing encourages typing stu- 

dents. Bus Ed World 42: 22-23, 33 Je 
GUIDANCE 

A business teacher looks at guidance. Nathan 
H. Kantor. Bus Ed Observer 34: 15-17 
Fall 

Career development. W. Wesley Tennyson 
and Donald H. Blocher. Bus Ed Forum 
16: 7-10 Ap 

Career development on the distributive job. 
Mary Klaurens. Bus Ed Forum 16: 14-15 
Ap 

Career development through the club. Wil- 
liam J. Brady, Jr. Bus Ed Forum 16: 16 


p 

A Catholic guidance program for today and 
tomorrow. Brother Clement. Cath Bus Ed 
R 13: 35-39 Summer 

Counseling for career development through 
distributive education. Loren L. Benson 
and Harold Toupin. Bus Ed Forum 16: 
10-12 Ap 

The effectiveness of high school bookkeeping 
and shorthand grades as indicators of col- 
lege success. Esther E. Anderson. New 
York University, Ph.D. thesis 61; N Bus 
Ed Q 31: 6-7 O 

Guidance in tk education. R. D. Bal- 
thaser. Cath Bus Ed R 13: 45-50 Spring 

Guidance or lack of it? Charles E. Reigel and 
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GUIDANCE (continued) 
Herbert M. Jelley. 
2-3 Ap 

Have your students considered a career in 
accounting? Edward N. Handal and Joan 
S. Handal. Bus Ed World 43: 16-17 S 

How senior high school students view retail- 
ing, sales occupations, and factors that in- 
fluence their career selections—Hayward, 
California. J. C. Levendowski. University 
of Minnesota, M.A. thesis 61 

Information on office administration and 
business education. Donald J. Tate and 
Lohnie J. Boggs. J Bus Ed 37: 237-38 Mr 

Keep stars in your eyes. Hamden L. Forkner. 
Future Bus Leader 16: 3 Summer 

Opportunities in business. R. B. Russell. Bus 
Ed Newsletter 10: 3, 12 D 

Research in career development for distribu- 
tive education. Harland E. Samson. Bus 
Ed Forum 16: 17-19 Ap 

A study of the relationship between certain 
Radford college students’ ACE scores, 
years of shorthand in high school, and 
achievement in shorthand. Celene H. San- 
ders. Virginia Polytechnic Institute, M.S. 
thesis 61; N Bus Ed Q 31: 58 O 

The superior student deserves wise counsel- 
ing. Bus Ed Forum 16: 8 Ja 

GULSKI, Nelson J. 

Do accountants communicate with smoke 
signals? J Bus Ed 37: 189-90 F 

GUST, Dale D. 

The development of an annotated bibliog- 
raphy of speed building procedures em- 
ployed in Gregg shorthand. University of 
North Dakota, M.S. thesis 61; N Bus Ed 
Q 31: 32 0 

GUTHRIE, Mearl R. 

The place of secretarial administration in 
schools of business. Coll N & V 15: 10-12 
Mr 

GUY, Hollis 

Research in business education completed or 
under way in 1961. N Bus Ed Q 30: 26-44 
Mr 


Ohio Bus Tchr 22: 


H 


HAAS, Kenneth B. 
Distributive education 
Bus Ed in Action 1: 
HADDOCK, Howard N. 
A comparison of beginning B8 typing pupils 
in mixed classes of eighth and ninth grade 
pupils with a class composed entirely of 
B8 pupils. University of Southern Califor- 
nia, M.S. thesis ’61 
HAGA, Enoch J. 
Computer programming by mail. J Bus Ed 
37: 252-53 Mr 
— statistics. J Bus Ed 37: 
a 
a * irre automation. See issues J Bus 


in North Carolina. 
6 Fall 


160- 
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HAGGBLADE, Berle 

Sell your program to board members by 
making a recording. Bus Ed World 42: 
24-26 My 

HAINES, Peter G. 

Characteristics of effective methods courses 
for the distributive subjects. N Bus Ed Q 
31: 42-51 D 

The nature of content mastery for the teach- 
er of distribution. Delta Pi Epsilon J 4: 
10-19 F 

See also Richert, Henry G. 

HALL, David G. 

Pre-employment training expected by the au- 

tomated office. EBTA J 1: 28-30 Fall 
HALL, John L. 

The establishment of control of a factory 
supplies inventory. Ball State Teachers 
College, M.A. thesis ’61 

HALLAM, James A. 

It’s the teacher up front that counts. Bus Ed 

Forum 16: 25, 29 My 
HALLSTROM, Ronald W. 

Try an advisory committee. Bus Ed Forum 

17: 17,32 D 
HALSTEAD, Thomas E. 

Preparing students for the automated offices 
—the role of the high school. Amer Bus 
Ed 17: 150-51 Mr 

HAMILTON, David 

The consumer in our economy. Houghton 

Mifflin. 473 p $6.50 
HAMILTON, Raymond 

We can improve transcription by using dic- 
tating machine manufacturers’ teaching 
aids. Bus Ed World 42: 18-23 Ja 

HAMILTON, William F. 

See Scott, Wesley E. 

HAMMER, George J. 

The role of the research study in the Ed.D. 
degree program in business education. J 
Bus Ed 37: 157 Ja; N Bus Ed Q 31: 32- 
33 O 


HAMPTON, Robert E. 
What’s in it for me? CBEA Bul 19: 2 Ja 
HANDAL, Edward N. and Joan S. Handal 
Have your students considered a career in 
accounting? Bus Ed World 43: 16-17 S 
HANDAL, Joan 
A look at retailing. Today’s Sec 64: 35-36, 
71 Mr 
HANDY, Ralph S. 
Business correspondence in practice, 3rd ed. 
Pitman. 253 p $2.80 | 
and Katherine Cliffton 
Business English in practice, 2nd ed. Pitman. 
188 p $2.60 
HANNA, J Marshall 
Ask the experts. See issues Today’s Sec 
See also Beamer, Esther K. 
HANNA, Patricia Z. 
Shorthand dictation labs at the college level 
—Church college of Hawaii. Bus Ed World 
43: 13S 
HANSEN, Marie E. 
A business education program for slow learn- 
ers in the X high school district. University 
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HANSEN, Marie E. (continued) 
of Colorado, M.B.E. thesis 61; N Bus Ed 
Q 31: 33-34 O 

HANTJIS, Anthony W. 

Significant implications of research in type- 
writing. Amer Bus Ed Y 19: 65-91 

HARADA, Matsuko Kido 

Teaching of personality development in office 
practice classes. University of Southern 
California, M.S. thesis °61 

HARDER, Virgil E. 

Teaching methodology: Is a letter writing or 
basic communications teaching approach 
more effective in helping students improve 
their writing abilities? ABWA Bul 27: 11- 
16 D 


HARDY, Nellie 
CPS equals the plus factor. Sec 22: 6-7, 9 O 
HARRIS, William Henry 

Moral obligation and modern business. 

Southern Ill Bus Bul 12: 10-14 Winter 
HARSHA, Kenneth K. 

A study of economic education in the high 
schools and junior colleges of Kansas. 
~ State Teachers College, M.S. thesis 
61 


HART, Ethel 

Hello, how’s your telephoning? Bal Sheet 
44: 65-66, 95 My 

Set up student teams to work bookkeeping 
practice sets. Bus Ed World 42: 26, 34 Ja 

HART, Harry H. 

Contemporary business education. Cath Bus 

Ed R 14: 44-48 Fall 
HARTER, John E. 

A survey of incentive wage plans used in se- 
lected Kansas manufacturing firms. Kan- 
sas State Teachers College, M.S. thesis 61 

HARTSTEIN, R. E. 
Industry looks at university training in com- 
munications. ABWA Bul 26: 12-16 F 
HARWOOD, R. Frank 
See Ashby, Wilson 
HATCH, Virginia L. 

What to remember in grading first-year type- 

writing. Bus Ed World 43: 33 N 
HAWES, Diane 

Shorthand speed bulletin boards—by the 

month. Bus Ed Forum 16: 24 F 
HAY, Leon R. 

Managing words! Advanced Megt-Office Exec 

1: 35-38 Je 
HAY, Robert D. 

Subject matter coverage of our business 
communication courses. ABWA Bul 26: 
30-32 Mr 

HAYDEN, Carlos K. 
Certified professional secretary. See issues Sec 
HEATHERLY, Opal 

She’s diploma-bound—in a wheelchair. Bus 

Ed World 42: 18 Ap 
HELLER, Darlene H. 

Thoughts from the problem clinics. Amer 

Bus Ed 17: 140-42 Mr 
HENDERSON, Braxton and Jasper Sawatzky 

Change can promote excellence in business 

education. Bal Sheet 43: 396-97 My 
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HENRICKSSON, Staffan 

Swedish school establishes an imaginary firm 
for business classes. N Bus Ed Q 30: 54- 
55 Mr 

HERGENROEDER, Angela and others 
Successful teaching devices for Gregg note- 
hand classes. Bus Tchr 39: 6 My-Je 
HERTZFELD, Arthur 
See Scott, Wesley E. 
HESS, Ruth E. 
Are you communicating? Sec 22: 14 Ja 
HICKS, Charles B. and Irene Place 

Office management, 2nd ed. Allyn & Bacon. 

468 p $7.75 
HIGH school 

A comparative study of business and non- 
business directed high school students. 
George Mooradian. University of South- 
ern California, M.S. thesis *61 

Preparing students for the automated offices 
—the role of the high school. Thomas E. 
Halstead. Amer Bus Ed 17: 150-51 Mr 

A status study of business education in the 
public secondary schools of Maryland for 
1960-61. James G. Brown. University of 
Maryland, Ed.D. thesis ’61 

A study of business education in the Catho- 
lic secondary schools of the archdiocese of 
Dubuque. Sister Mary Ann Becker. State 
University of Iowa, M.A. thesis 61 

HILL, Beatrice M. 
See Droege, Robert C. 
HIMSTREET, William C. 

English plus 2 equals communication. P-H 
Bus Ed Newsletter 11: 2 Spring 

Improvement of spelling, vocabulary, and 
usage. Bus Tchg Aid C-8. Prentice-Hall. 
2 p Free 

Teaching business machines: mastery vs. ac- 
quaintanceship. CBEA Bul 19: 10 Mr 

HOCHRON, M. 
Strictly business. H Points 44: 29-32 Ja 
HOFFMAN, Robert E. 
Transcription unlimited. Bal Sheet 43: 398- 
99 My 
HOFFMANN, Richard A. 
Shorthand corner. See issues Bus Ed World 
HOLDEREGGER, Emily G. 

Work experience as a requirement for busi- 
ness. San Jose State College, 61; N Bus Ed 
Q 31: 340 

HOLLAND, Reginald V. 
Extemporaneous speaking: some tips for 
FBLA members. Bus Ed Forum 16: 37 Ap 
HOLLY, J. Fred 
See Dye, Howard S. 
HOLMAN, Peggy Lou 

Our challenge for tomorrow—automation. 

Ball State C J 33: 8-10, 18 F 
HOLMES, Arthur L. 

Employee benefit planning—a course of 
study for adult junior college students. 
University of Southern California, M.S. 
thesis 61 

HOLT, Sol 
Economics and you, rev. ed. Scribner’s. 598 p 
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HOSKINSON, Robert E. 

How effective is your stenographic instruc- 
tion? Bus Ed Forum 17: 18, 24 D 

The in-service education needs of the busi- 
ness education supervising teachers in the 
Indiana state teachers college student 
teaching program. Ohio State University, 
Ph.D. thesis 61; Ohio Bus Tchr 22: 36-41 
Ap; J Bus Ed 38: 32 O; N Bus Ed Q 31: 
34-35 O 

HOSLER, Russell J. 

Better business education through coopera- 
tion with professional organizations. New 
Images for Bus Ed 60-66 

Strengthening research in business education. 
N Bus Ed Q 30: 8-10, 24 Mr 

See also Price, Ray G. 

HOSLEY, Claire P. 

Secretarial training in business college. P-H 

Bus Ed Newsletter 11: 1 Spring 
HOUSE, F. Wayne 

What? how much? and for whom? Bal Sheet 

43: 195 Ja 
HOUSER, Mary C. 

What is a business teacher. Bal Sheet 44: 

147 D 
HOUTZ, Patricia 

A trilogy for the teaching of advanced short- 

hand. Amer Bus Ed Y 19: 212-16 
HOWARD, Gary E. 
—e clerk training. J Bus Ed 38: 


HOWE, Karl 
See Chambers, Ima 
HUFFMAN, Harry 
Crucial areas of research in business educa- 
tion. N Bus Ed Q 30: 16-23 Mr 
Programmed business mathematics: concepts, 
skills, and applications. Gregg. Part One, 
224 p $2.25; Part Two, 208 p $2.25 
Seventeen Q’s and A’s about programmed in- 
struction. Bus Tchr 39: 11-12 F 
and others 
Bookkeeping, accounting, and related office 
education. NABTE Bul 76: 26-27 
Ruth M. Twiss, and Leslie J. Whale 
Arithmetic for business and consumer use, 
2nd ed. Gregg. 512 p $4.84 
and Stuart Margulies 
Accuracy or agony in business mathematics. 
Bus Tchr 39: 11 Mr 
Compartmentalization of business mathe- 
matics. Bus Tchr 39: 11 Ap 
How to combat forgetting in business mathe- 
matics. Bus Tchr 39: 11-12 My-Je 
HUMAN relations 
Basic human relations concepts: how old and 
how new? Theodore J. Barnowe. Cath Bus 
Ed R 13: 18-22 Spring 
Getting along with one another in the office. 
Sec 22: 22-23 Ja 
Human relations seminar for certified pro- 
fessional secretaries. Lyle Maxwell and 
_ B. Nowell. Sec 22: 18-19 











The human side. See issues Today’s Sec 
Plus quality in human relations spells busi- 
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HUMAN relations (continued) 
ness success. Arthelia V. Alexander. J Bus 
Ed 37: 170 Ja 

Quickie quiz—human relations and practical 
judgment. Sec 22: 20-21 Jl 

Three filmstrips: suggested methods of solv- 
ing three human relations problems of co- 
operative part-time trainees. Lloyd R. 
Wheeler. University of Minnesota, M.A. 
thesis *61 

HUMPHREY, Katherine, Allie D. Lambert, and 
Howard L. Newhouse 

Timed writings for typing and transcribing. 

Gregg. 96 p $2.20 
HUNT, Brother Edmund 

The role of the liberal arts in business edu- 

cation. Cath Bus Ed R 14: 23-26 Fall 
HUNT, Jacqueline Ann 

A history of the department of business ad- 
ministration. Kansas State College of Pitts- 
burg, 1903-60. Kansas State College of 
Pittsburg, M.S. thesis 61 

HURSTON, Clifford J. 

A study of the present status of business edu- 
cation in the junior high schools located in 
the state of Tennessee. Tennessee A & I 
State University, M.S. thesis 61 

HUTCHINSON, E. Lillian 
Ask the experts. See issues Today’s Sec 
Word teasers. See issues Today’s Sec 
HYDE, E. Duncan 

State leadership in business education—a 

vital need. Bal Sheet 43: 291 Mr 
HYDE, Wilbur C. 

A comparison of personal typewriting on the 
junior and senior high school levels. Kan- 
sas State College of Pittsburg, M.S. thesis 
61; N Bus Ed Q 31: 35-36 O 


ICKES, Paul C. 

The search for quality must include business 

education. Ohio Sch 40: 14-15 Ap 
INTERNATIONAL business education 

An adventure in business education. Ruben 
J. Dumler. N Bus Ed Q 30: 68-72 Mr 

Business education and international develop- 
ment. Adrienne Frosch. N Bus Ed Q 30: 
45 Mr 

Business education in Sweden. Samuel J. Wa- 
nous. Bus Ed Forum 16: 18-22 My 

Business education in the multipurpose 
schools of India. Inez Ray Wells. N Bus 
Ed Q 30: 56-59 Mr 

Business training given by the Siemens work. 
P. Schulz. Inter Rev for Bus Ed 59: 56- 
64 Ap 

Commercial colleges in Norway. Inter Rev 
for Bus Ed 60: 93-96 N 

The economic development of Spain. Inter 
Rev for Bus Ed 60: 46-55 N 

If you work in an office in New Zealand. 
Rhoda Bedorf. Bus Tchr 40: 19 N-D 
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INTERNATIONAL business education (continued) 

The improvement of business education in 
Guatemala. Elmer L. Schick. N Bus Ed 
Q 30: 46-50 Mr 

International courses organized by the Fiat 
works for the training of their sales staff. 
Inter Rev for Bus Ed 59: 71-74 Ap 

Madeline Strony writes from down under. 
Madeline S. Strony. Bus Tchr 39: 21 Mr; 
21 Ap; 25 My-Je 

On education in bookkeeping. Inter Rev for 
Bus Ed 60: 105-107 N 

Police dogs and problems or frustration in 
Formosa. Sister Mary Liguori. Bus Ed 
World 42: 32, 36 My 

Preparation in office skills as a factor in eco- 
nomic development. Glen E. Murphy. N 
Bus Ed Q 30: 60-67, 72 Mr 

The qualified private secretary in England. 
A. Elizabeth Ferris. N Bus Ed Q 30: 51- 
53 Mr 

Some of Belgium’s economic problems. Inter 
Rev for Bus Ed 60: 62-63 N 

Swedish school establishes an imaginary firm 
for business classes. Staffan Henriksson. N 
Bus Ed Q 30: 54-55 Mr 

Who’s_ underdeveloped? 
Bus Ed World 42: 

ISAACSON, Bernard B. 
Practitioners forum. See issues J Accy 


Phyllis Morrison. 
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JACK, Margaret A. 

Significant implications from research in 

office practice. Amer Bus Ed Y 19: 92-114 
JACKSON, Joseph W. 
Automation for the layman. Ball State C J 
33: 5-7, 18 My 
JACKSON, Verda K. 
See Burras, Darrell V. 
JACOBS, Will E. 

A follow-up study of 1956-60 graduates of 
Wellsville, Kansas, high school. Kansas 
State College of Pittsburg, M.S. thesis 61 

JARED, Thurl E. 

Variations of a standard business law text- 
book from the law of the state of Tennes- 
= University of Tennessee, M.S. thesis 


JASINSKI, Harry 
Bookkeeping as preparation for employment. 
Bus Ed Forum 17: 14-15 D 
JEFFERSON, Sally Ann 
The integration of some principles of busi- 
ness management into beginning bookkeep- 
ing through the use of case problems. State 
College of Iowa, M.A. thesis 61; N Bus 
Ed Q 31: 360 
JELLEY, Herbert M. 
See Reigel, Charles E. 
JENKINS, LaVerne 
Buffalo attracts students to business careers. 
J Bus Ed 37: 283-84 Ap 
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JESTER, Don 

Erasing—the foremost transcription problem. 
Bus Ed Forum 17: 15-16 O 

We can improve transcription by learning 
how the transcriber’s time is split up. Bus 
Ed World 42: 12-15 Ja 

JOHNSON, Bernice D. 

Standards for the beginning office worker in 
the business and professional offices of 
Sherman, Texas. East Texas State College, 
M.S. thesis ’61 

JOHNSON, F. Azalee 

A solution to the shorthand drop out prob- 

lem. Bal Sheet 43: 297-98, 336 Mr 
JOHNSON, Mina M. 
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MOORE, M. R. 

A typing test and its investigation. J Nat 
Inst Personnel Res, Johannesburg, 60, 8, 
137-41. (See Psychol Abstr, 61, No. 5384) 

MOORE, Mary Virginia 

Collegiate preparation of the professional sec- 
cretary. Amer Bus Ed 17: 162-65 Mr 

Finding out what we want. Ohio Bus Tchr 
22: 15-19, 84 Ap 

MORALES, Maurice 

The male secretary in the modern-day busi- 
ness world. University of Southern Califor- 
nia, M.B.A. thesis ’61 


Pierce, and 
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MORRILL, Shirley 
Are we alert on the highway to business? 
Bal Sheet 44: 3 S 
MORRIS, Jimmie D. 
Photograph your typing class in color. J Bus 
Ed 38: 96-97 D 
Selected major issues in the teaching of first- 
year typewriting. University of North Da- 
kota, Ed.D. thesis 61; J Bus Ed 37: 251 
Mr; N Bus Ed Q 31: 45 O 
MORRISON, Margaret 
NJBEA becomes automated. Bus Ed Ob- 
server 33: 12-13 Winter 
MORRISON, Phyllis 
Who’s underdeveloped? Bus Ed World 42: 


19 Je 
MOSEL, Edith T. 
A job development program. Bal Sheet 43: 
432 My 
MOSELEY, Eugenia 
See Woodward, Theodore 
MOTHER St. Laurent 
The place of woman in today’s economic 
world. Cath Bus Ed R 13: 41-44 Spring 
MOULTON, Priscilla M. 
The job clinic. Bus Tchr 40: 11 S-O 
Let’s integrate English with shorthand and 
typing. Bus Ed World 43: 27-30 S 
Shorthand corner. See issues Bus Ed World 
MOYER, Ruth 
Increasing efficiency in speed dictation pro- 
cedures. Bus Ed Forum 17: 20, 28 N 
MUNCY, Hugh E. 
What retailing’s revolution means to DE. 
Amer Voc J 37: 28-29 Mr 
MURPHY, Glen E. 
Preparation in office skills as a factor in eco- 
nomic development. N Bus Ed Q 30: 60- 
67, 72 Mr 
MURPHY, Herta A. and Charles E. Peck 
Content and trends of basic college business 
writing courses that include business letter 
writing. ABWA Bul 27: 11-33 O 
MYRAN, Gunder A. 
Excuses! excuses! excuses! excuses! Bus Ed 
World 43: 32-33 O 


NANASSY, Louis C. 
Business education index—1961. Gregg. 68 p 
The expert typing teacher. P-H Bus Ed News- 
letter 12: 1 Fall 
Improving your teaching of typewriting. Bus 
Ed Forum 16: 26-27 My 
Problem students in typewriting. Bus Tchg 
Aid T-13. Prentice-Hall. 2 p Free 
What do business teachers write about? Bus 
Tchr 40: 27 S-O 
NATIONAL association for business teacher 
education 
Moving forward in the education of teachers 
for business. Bulletin 76. John L. Rowe, ed. 
National Business Education Association, 
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NATIONAL association for business teacher 
education (continued) 
120f Sixteenth Street, N.W., Washington 
6, D. C. 32 p $1.25 
NABTE bulletins. NABTE Bul 77: 2, 4 D 
NABTE roster of member colleges and uni- 
versities, 1962-63. N Bus Ed Q 31: 65- 
69 D 
Suggested content for professional courses in 
business education. NABTE Bulletin 77. 
John L. Rowe, ed. National Business Edu- 
cation Association, 1201 Sixteenth Street, 
N.W., Washington 6, D. C. 70 p $1.25 
Teachers guide to economics in the business 
education curriculum. 96 p $1.25 
NATIONAL business teachers association 
Secretarial education with a future. American 
Business Education Yearbook, Vol. XIX, 
1962. Dorothy H. Veon, ed. Joint Publica- 
tion Commission of the Eastern Business 
Teachers Association and the National 
Business Teachers Association. New York 
University Bookstore, 18 Washington 
Place, New York 3, New York. 400 p $5 
NATIONAL office management association 
A growing frontier in New Jersey—junior 
NOMA. Ronald E. Fisher. Bus Ed Ob- 
server 33: 3-4, 10 Winter 
Higher education and NOMA. Irene D. 
Kreidberg. Advanced Megt-Office Exec 1: 
43 Ja 
National office management association. 
Richard F. Reicherter. Bus Ed Newsletter 
9: 12-13 F; 10: 14-15 § 
No delinquents in business education! Mary 
Louise Lynott. Bus Ed World 43: 29, 41 O 
NATIONAL secretaries association 
NSA the professional way. Helen White. Sec 
22: 4-5 N 
Our 20th year—a time to reflect; a time to 
look ahead. Ruth Gallinot. Sec 22: 1, 4-6 


My 
Project 7011. Fred S. Cook. Sec 22: 8-9 Je 
NEAR, Doris 

Office practice—sometimes badly underdevel- 

oped and badly taught. CEA Y 24: 77-80 
NEFT, Tillie 

Teaching machine transcription. J Bus Ed 37: 

145-46 Ja 
NELSON, Doris E. 

College students take a look at typewriting. 
Bus Ed World 43: 7-9 § 

A survey of students’ opinions regarding 
typewriting courses in college and offerings 
in typewriting courses in Minnesota col- 
leges. University of Minnesota, M.A. thesis 
61; N Bus Ed Q 31: 45-46 O 

NELSON, Jack L. 

Teaching the top row. Typ News 32: 2, 8 
NELSON, Julius 

Artyping. See issues J Bus Ed 

——s mystery game. See issues J Bus 


NEMIROFF, Adele 
Busy-work can provide a school secretarial 
service. Bus Ed World 43: 14-15, 35 § 
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NESSER, Anna J. 

A study of the training programs offered to 
college women graduates by a selected 
group of department stores. Kansas State 
College of Pittsburg, M.S. thesis °61; N 
Bus Ed Q 31: 46 O 

NEWHOUSE, Howard L. 

More notehand suggestions. Bus Tchr 40: 
15 N-D 

Some notehand suggestions. Bus Tchr 40: 
13 S- 

See also Humphrey, Katherine 

See also Strony, Madeline S. 

NEWLIN, Barton E. 

Distributive occupations open to recent high 
school graduates in selected retail stores 
in Sacramento. Sacramento State College, 
M.A. thesis ’61 

NEWSOM, Carroll V. 

The limitations and assets of teaching ma- 

chines: an appraisal. EBTA J 1: 4-5, 7 Fall 
NICOLSON, Miklos S. 

Balance sheets for partnerships and proprie- 

tors. J Accy 113: 57-61 Je 
NISHI, Kenyu 

A study of employee morale: its effects upon 
job performance and its relationship with 
business training. University of Florida, 
M.A. thesis ’61 

NORMAN, Waunita B. 

Effective uses, problems, and potentials of 
educational television in the business de- 
partment. Bus Ed Newsletter 10: 4-7 S 

NORRIS, Sister Mary Cecilia = 

The present status of business education in 
the secondary schools in the Atlantic prov- 
inces of Canada, 1959-60. Catholic Uni- 
versity of America, M.A. thesis 61; N Bus 
Ed Q 31: 46-47 O 

NOVAK, Benjamin J. and Joseph Klein 

How to make an office practice program ef- 
fective. Bus Ed World 42: 24-25 Ja 

An inexpensive filing unit. J Bus Ed 38: 86 N 

NOVAK, John 

Convicts learn computer programming. Bus 

Ed World 43: 10-11, 31 D 
NOWELL, Katherine B. 
See Maxwell, Lyle 
NUCCIO, Carmella E. 

Applied personal uses of typewriting by high 
school seniors and adults. Ohio State Uni- 
versity, M.A. thesis 61; Ohio Bus Tchr 22: 
69-70 Ap; N Bus Ed Q 31: 47-48 O 
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OBERZAN, Charles L. 

A survey of office machine equipment in 25 
business firms in the Atchison, Kansas, 
area. Kansas College of Pittsburg, M.S. 
thesis 61 

OBRECHT, Dianne C. 

The preparation provided in high school 

secretarial practice courses for the duties 
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OBRECHT, Dianne C. (continued) 
of educational secretaries. State College of 
lowa, M.A. thesis 61; N Bus Ed Q 31: 48 
O 


O'BRIEN, M. C. 

California surveys experimental programs in 
business education. Nat Assn Sec Sch Prin 
Bul 46: 99-102 Ja 

OCCUPATIONAL information 

Attitude is taught by professional example. 
Allan E. Barron. P-H Bus Ed Newsletter 
11: 3 Spring 

Business teaching as a career. Future Bus 
Leader 16: 9 Winter 

Changing manpower needs for office posi- 
tions. Bruce I. Blackstone. Amer Bus Ed 
Y 19: 28-46 

Clerical salaries, 1962. William H. Latham 
and Doris M. Graff. Advanced Megt-Office 
Exec 1: 36-37 Ag 

An evaluation of the duties and educational 
training of the church secretary in the 
American Lutheran church. Marlene W. 
Rein. Ohio State University, M.A. thesis 
61; N Bus Ed Q 31: 550 

The high schcol counselor looks at clerical 
occupations. Charles R. Coates. J Bus Ed 
37: 285-86 Ap 

How to make your job more important. Fu- 
ture Bus Leader 16: 8-9 Summer 

Industry’s demands of college graduates in 
the 1960’s. Howard Ellsworth Sommer. J 
Bus Ed 37: 332-33 My 

Insurance: a wide-area career. Anna Foley. 
Today’s Sec 64: 24-25, 54 F 

It takes more than skill. Audrey Schmidt. 
Today’s Sec 65: 55-56 N 

Memo to: eager beavers. Anne Foley. To- 
day’s Sec 64: 16-17, 45 Ja 

Occupational relations course content in Min- 
nesota cooperative office education pro- 
grams. Robert A. Lorence, Jr. University 
of Minnesota, M.A. thesis ’61 

Office salaries survey—New York City— 
1960. Cath Bus Ed R 13: 54-56 Summer 

The office worker and his education. Bruce 
I. Blackstone. J Bus Ed 38: 27 O 

Racial discrimination and the manpower 
needs of the 1960’s. Louis F. Buckley. 
Cath Bus Ed R 13: 34-40 Spring 

A secretary’s lot is a happy one. Bernard M. 
Bass and Paul Baker. Sec 22: 4-8 Ap 

Seeing the full scope of your job. W. M. 
Burns, Jr. Sec 22: 6-9, 32 N 

A study of employee morale: its effects upon 
job performance and its relationship with 
business training. Kenyu Nishi. University 
of Florida, M.A. thesis ’61 

A study of fringe benefits paid by selected 
Emporia, Kansas, firms. James J. Brittain. 

Kansas State Teachers College, M.S. thesis 

61 

A study of job specifications for clerical and 
stenographic positions available to recent 
high school graduates in selected indus- 
tries. Esther B. Graves. Sacramento State 

College, M.S. thesis °61; N Bus Ed Q 31: 

27-28 O 
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OCCUPATIONAL information (continued) 

A study of selected office workers in Anoka 
and Minneapolis, Minnesota. Erma L. An- 
derson. University of Minnesota, M.A. 
thesis °61 

A study of the office activities in the medical 
doctor’s office. Bobbye Joan Wilson. Uni- 
versity of Tennessee, M.S. thesis 61 

A survey of incentive wage plans used in 
selected Kansas manufacturing firms. John 
E. Harter. Kansas State Teachers College, 
M.S. thesis 61 

A survey of personnel procedures and equip- 
ment in the business offices of Two Rivers, 
Wisconsin. Joseph Kupsh. University of 
Wisconsin, M.S. thesis ’61 

Trends affecting the secretarial profe:sion. 
Marion H. Thorne. Amer Bus Ed Y 19: 
377-82 

Understanding the employer’s problem. Fred 
C. Archer. Bus Tchr 39: 15 Ap 

The waste of youth in lack of jobs. Herbert 
A. Tonne. J Bus Ed 37: 276-77 Ap 

What does management expect of a secre- 
tary? L. J. Van Mol. Sec 22: 16-18 Ap 

The woman executive—who is she? Berna- 
dine Meyer. Sec 22: 12-13 F 

OFFICE machines 

The future of business machines. E. Dana 
Gibson. Bus Tchg Aid J-2. Prentice-Hall. 
2 p Free 

Grade your machines students with this plan. 
Andrew J. Malahan. Bus Ed World 42: 
24, 34 Je ° 

How to use adding machines—ten-key, full- 
key, printing calculator. James R. Meehan 
and Gilbert Kahn. Gregg. 144 p $2.48 

How to use business machines, 2nd ed. 
Harold D. Fasnacht and Harry B. Bauern- 
feind. Gregg. 128 p $2.28 

Key-driven calculator course, 4th ed. Peter 

Agnew and William R. Pasewark. 
South-Western. 152 p $1.76 

Office copying equipment. Fred C. Archer. 
Bus Tchr 39: 15 F 

Office machines course, 3rd ed. Peter L. 
Agnew and Nicholas J. Cornelia. South- 
Western. 124 p $1.32 

Plans for the office machines-office practice 
room at Central Michigan university. Ima 
Chambers, Lois Cross, and Karl Howe. J 
Bus Ed 37: 182-84 F 

Recommended course content for a special 
methods course in the teaching of office 
machines. Elizabeth R. Melson. N Bus 
Ed Q 31: 22-25 D 

A rotation plan for teaching office machines. 
Milton D. Cox. Bal Sheet 43: 253-57 F 

Teaching business machines: mastery vs. ac- 
quaintanceship. William CC. Himstreet. 
CBEA Bul 19: 10 Mr 

You can build an electric keyboard to teach 
business machines. Richard G. Shaffer. 
Bus Ed World 42: 22-23 Ap 

OFFICE management 

An analysis of office management practices 
used in selected law firms. Catherine N. 
Smith. San Jose State College, M.A. thesis 
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OFFICE management (continued) 

61; N Bus Ed Q 31: 62-63 O 

The developing role of the secretary in ad- 
ministrative management. W. T. Cava- 
naugh. Amer Bus Ed Y 19: 20-27 

Education needed for administrators of rec- 
ords management programs. Mary Claire 
Griffin. Ohio State University, Ph.D. thesis 
61; J Bus Ed 38: 32 O; N Bus Ed Q 31: 
29-30 O 

Information on office administration and 
business education. Donald J. Tate and 
Lohnie J. Boggs. J Bus Ed 37: 237-38 Mr 

Office management, 2nd ed. Charles B. Hicks 
and Irene Place. Allyn & Bacon. 468 p 
$7.75 

Office management and control, 4th ed. 
George R. Terry. Irwin. 785 p $7.95 

Quickie quiz—office management. George W. 
Madison. Sec 22: 15 N 

Today’s office indicates some new directions 
for tomorrow! Dorothy H. Veon. Sec 22: 
26-29 Jl 

OFFICE training 

An appraisal of the values derived from in- 
school office work experience, co-operative 
office practice, and non-office work experi- 
ence proerams as related to occupational 
adjustment. Walter M. Sharp, Jr. Ohio 
State University, M.A. thesis °61; Ohio 
Bus Tchr 22: 66-67 Ap 

A comparative study, as viewed by the em- 
ployer and the employe, of the in-service 
business training needs of office workers in 
Waynesboro, Virginia. Aileen K. Greer. 
Virginia Polytechnic Institute, M.S. thesis 
61; N Bus Ed Q 31: 28-29 O 

A comprehensive analysis, classification, and 
synthesis of research findings and thought 
in the area of office practice instruction. 
1951-59. Lena Burrell Prewitt. Indiana 
University, Ed.D. thesis 61; J Bus Ed 37: 
294 Ap; N Bus Ed Q 31: 53 O 

Educating for office careers. Bruce I. Black- 
stone. P-H Bus Ed Newsletter 11: | Spring 

Finishing touches. Charles E. Zoubek. Bus 
Tchr 39: 25 Mr 

Foundation guides for a flexible rotation 
schedule in office practice. Charles Robin- 
son. CEA Y 24: 81-88 

How office practice meets our nation’s goals. 
— J. Cornelia. EBTA J 1: 26-27 

a 

How to make an office practice program ef- 
fective. Benjamin J. Novak and Joseph 
Klein. Bus Ed World 42: 24-25 Ja 

How to plan your office practice lab. Bob L. 
Geske and Joann M. Geske. Bus Ed World 
42: 15-17 Mr 

How to train your office workers for school 
business. R. Selby. Nations Schools 70: 
72-73 O 

Keeping course content up to date. Fred C. 
Archer. Bus Tchr 40: 15 S-O 

Make May days pay-off days. Gloria S. 
Cunningham. J Bus Ed 38: 107-108 D 

Model Miss in Marlboro. Sister Mary of St. 
Eileen. Cath Bus Ed R 14: 33-37 Fall 
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OFFICE training (continued) 

Office courtesy. Virginia E. Farris. Sec 22: 
26-28 Ja 

Office practice is the place to practice office. 
Ava M. Welsh. Bus Ed Forum 17: 22 O 

Office practice—sometimes badly underde- 
veloped and badly taught. Doris Near. 
CEA Y 24: 77-80 

The office worker and his education. Bruce I. 
Blackstone. J Bus Ed 38: 27 O 

The office worker in a centralized system. 
Dorothy H. Veon. Inter Rev for Bus Ed 
59: 104-13 Ap 

On-the-job training in the automated office. 
Warren E. Bock. EBTA J 1: 22-25 Fall 

Perspective, please! Fred C. Archer. Bus 
Tchr 39: 15 Mr 

Pre-employment training expected by the 
automated office. David G. Hall. EBTA 
J 1: 28-30 Fall 

Preparation in office skills as a factor in 
economic development. Glen E. Murphy. 
N Bus Ed Q 30: 60-67, 72 Mr 

Present day office practices. James R. Mee- 
han. Cath Bus Ed R 13: 51-54 Summer 

Put practice into office practice—give a per- 
formance test. Sister Mary Carolyn. Bus 
Ed World 42: 12-14 F 

Put practice into office practice—try a termi- 
nal project. George E. Milham. Bus Ed 
World 42: 12-14 F 

Recommended course content for a special 
methods course in secretarial, clerical, and 
office practice. William M. Mitchell. N 
Bus Ed Q 31: 52-56 D 

The role of the community college in the 
preparation of the semiprofessional office 
worker. Gilbert J. Farley. Indiana Univer- 
sity, Ed.D. thesis °61; J Bus Ed 37: 294 
Ap; N Bus Ed Q 31: 24-25 O 

Secretarial and related office education. John 
L. Rowe and others. NABTE Bul 76: 
22-23 

Service bureau operation. Fred C. Archer. 
Bus Tchr 39: 15 My-Je 

Significant implications from research in of- 
fice practice. Margaret A. Jack. Amer Bus 
Ed Y 19: 92-114 

A study of cooperative office work-experience 
programs in a selected group of secondary 
schools of the state of Pennsylvania for 
1957-58. Kenneth A. Shultz. Temple Uni- 
versity, Ed.D. thesis “61; J Bus Ed 38: 
32-33 O; N Bus Ed Q 31: 60-61 O 

A study of the expressed employment needs 
of employers in the Syracuse metropolitan 
area with implications for the office oc- 
cupations program in the Syracuse public 
schools. Edwin Weeks. Syracuse Univer- 
sity, Ed.D. thesis 61; J Bus Ed 38: 75 N 

The superior student gains competence in 
basic office skills and understandings. Bus 
Ed Forum 16: 7-8 Ja 

A survey of selected offices in Portage 
county, Ohio, to determine equipment 
needed and content for a high school office 
machines course. Violet F. Boggess. Ohio 
Bus Tchr 22: 61-62 Ap 
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OFFICE training (continued) 

A synthesis of research findings and thought 
pertaining to office practice instruction. 
Gertrude M. Miller. Indiana University, 
Ed.D. thesis 61; N Bus Ed Q 31: 43-44 O 

Tackling a large mailing. Today’s Sec 64: 37 
A 


p 
Updating telephone technique. Fred C. 
Archer. Bus Tchr 40: 11 N-D 
Vocational office education—an experimental 
program employing specialized instruc- 
tional units. Joseph R. Barkley. Amer Bus 
Ed 17: 198-201 My 
What is office education? Walter J. Tribbey. 
Bal Sheet 44: 164, 192 D 
OKAWA, Kikuko 
A follow-up study of 120 business education 
graduates of San Jose state college. San 
Jose State College, M.A. thesis 61 
OLIVERIO, Mary Ellen 
Research in office standards. Bus Ed Forum 
16: 32-33 Mr 
OLSEN, Arthur R. 
See Dodd, James Harvey 
OLSEN, Elizabeth 
A secretary speaks. P-H Bus Ed Newsletter 
12: 2 Fall 
OLSON, Milton C. 
Business arithmetic—the opportunity course. 
Bus Tchg Aid F-2. Prentice-Hall. 2 p Free 
Business education and the superior student. 
Bus Ed Forum 16: 1 Ja 
A dynamic business education in the dynamic 
60’s. Bus Ed Observer 33: 16-22 Winter 
Encouraging professional growth. N Bus Ed 
Q 30: 54-59 My 
OPIE, Earle F. and others 
Secretaries around the world. Sec 22: 14-21 


r 
OPTNER, Stanford L. 
A glossary of useful terms used in electronic 
data processing. Sec 22: 28 Jl 
OPULENTE, Blaise J. 
Christian education and the business world. 
Cath Bus Ed R 13: 12-17 Spring 
and John J. Clark 

The future solvency of business education. 

Coll N & V 16: 13-17 O 
ORIEL, Arthur E. 

Programmed instruction—the new revolution 
in business education and training. Ad- 
vanced Megt-Office Exec 1: 33-35 § 

OSBORNE, William P. 

A follow-up study of graduates of West high 
school (Morristown, Tennessee) 1949-58. 
University of Tennessee, M.S. thesis ’61; 
N Bus Ed Q 31: 48-49 O 





PACE, R. W. 
Oral communication and sales effectiveness. 
J Ap Psychol 46: 321-24 O 
PAPARELLA, Benedict A. 
Morals, motive, and economic activity. Cath 
Bus Ed R 13: 23-29 Spring 
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PARFET, James A 

Electronic data processing: why? what? how? 

when? Bus Ed World 42: 9-11, 31 F 
PARK, James W. 

How we do it: shorthand in the evening 
school. Bus Tchr 39: 27 Ap 

Let college students write shorthand the first 
day. Bus Ed World 43: 34S 

PARKER, LeRoss 

Management speaks out on the personnel 

department. Today’s Sec 65: 30-32, 83 N 
PARKHURST, Charles G. 

Modern executive’s guide to effective com- 

munication. Prentice-Hall. 584 p $10 
PARPART, Gervase 

A study to determine the effectiveness of the 
business curriculum of the Immaculate 
Conception academy, Washington, D. C.., 
1951-58, in reference to office skills and 
personal qualifications requisite for suc- 
cessful government employment, Catholic 
University of America, M.A. thesis ’61; 
N Bus Ed Q 31: 49-50 O 

PASEWARK, William R. 

See Agnew, Peter L. 

PATCHEN, E. A. 

Automation affects secondary business edu- 
cation. J Bus Ed 37: 193-94 F 

Dramatize your typing instruction! Bus Ed 
World 43: 15-16, 32 D 

In defense of timed writings. Bal Sheet 44: 
159, 179 D 

PATRICK, Alfred 
The experts say. Bus Ed Forum 16: 23, 29 Ap 
PAUL, Grace 

Business colleges should stress good English. 

Bus Ed World 42: 25, 32 Je 
PAULEY, Wilma M. 

Provisions by businesses in Hastings, Ne- 
braska, for the academically talented stu- 
dents. University of Idaho, M.S. thesis ’61 

PAULSEN, Russell 

Learn to type in seven hours. J Bus Ed 37: 

326 My 
PAVLU, Roberta G. 

Criminology terms in Gregg shorthand. To- 

day’s Sec 64: 35-36 Je | 
PEART, Gilbert M. 

An analysis of the objectives and practices of 
distributive education laboratories in high 
schools and junior colleges of the United 
States. Indiana University, Ed.D. thesis ’61; 
J Bus Ed 37: 157 Ja; N Bus Ed Q 31; 50- 


51 0 
PECK, Charles E. 
See Murphy, Herta A. 
PEEBLES, Harold L. 
Job preparation—how do you rate? Bus Ed 
Observer 33: 6-7, 15 Winter 
PEMBERTON, Leroy A. 
A new look at business education. Bal Sheet 
44: 160-61 D 
PENDERY, John A. 
Clerical payroll procedures, 4th ed. South- 
Western. 134 p $1.32 
PENMANSHIP 
The A B C’s of penmanship instruction. 
Anne Mahony. CEA Y 24: 70-76 
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PENNEY, Peggy 
Flying secretary. Today’s Sec 64: 36, 52 My 
PENNOCK, Julia 
Shall we teach grammar in the shorthand 
class? Bus Ed Forum 17: 16-18 O 
PEPE, Philip S. 
Teach more of less in typewriting. Bus Ed 
Forum 16: 17, ig 
PERKINS, Edward A.., 
PWAM? A-ok! a Tchr 39: 31 My-Je 
and Robert E. Wiper 
The modern look in business letter arrange- 
ment. Bus Tchr 39: 5 My-Je 
Selecting the best stenographer. 
Meat-Office Exec 1: 18-21 N 
PERRY, Richard S. 
Who's liable? Bal Sheet 44: 4-6, 48 S 
PERSONALITY 
The need for personality development in 
business education. Sister M. Muriel. CEA 
Y 24: 134-39 
Personality incognito. Beatrice Edmondson. 
Bus Ed World 43: 31, 33 S 
The psychological approach to personality 
improvement. Leonard J. Porter. Bus Tchg 
Aid X-5. Prentice-Hall. 2 p Free 
A study of desirable attitudes and personality 
traits of office workers in Elgin, Illinois. 
Virginia Marston. University of Wisconsin, 
M.S. thesis 61; N Bus Ed Q 31: 42 O 
Teaching of personality development in office 
practice classes. Matsuko Kido Harada. 
University of Southern California, M.S. 
thesis 61 
PETERSEN, Allan L. 
Distributive education for the wholesale in- 
dustry. Amer Voc J 37: 26 N 
PETERSEN, Elmore and others 
Business organization and management, Sth 
ed. Irwin. 300 p $6.50 
PETERSEN, Kathryn 
You the student teacher. J Bus Ed 38: 


102 D 
PETERSON, John C. 

The recommended course content for a spe- 
cial methods course in the teaching of type- 
writing. Coll of Ed Record 47: 137-44 
Je 

Recommended course content for special 
methods courses in the teaching of type- 
writing and shorthand. N Bus Ed Q 31: 
7-21 D 

Ten musts for advanced typewriting. Bus Ed 
Forum 17: 7-9 N 

PETERSON, Lewis 

Development of teaching units in consumer 
education. University of Minnesota, M.A. 
thesis ’61 

PFALZGRAF, Martha J. - 

The role of the business teacher in job place- 

ment. Ohio Bus Tchr 22: 46-49 Ap 
PHILLIPS, Marie 

A follow-up study of the graduates of La 
Sierra high school, 1959-60. Sacramento 
State College, M.A. thesis ’61 

PICARD, Polly Ann 

Use sources of business information. Bus Ed 

World 43: 5S 





Advanced 
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PIERCE, Leonore G. 

See Miller, Ernest E. 
PINEAULT, John 

Developments in basic business. Ball State 
C J 33: 10-13 My 

PLACE, Irene 

Programming in business education. Ohio 
Bus Tchr 22: 20-24 Ap 

Who sets office standards? Bus Ed Forum 17: 
25-26 O; Part 2. 26-27 N 

See also Hicks, Charles B. 

PLACE, Robert I. 

The academic successes of junior college 
transfer students in the California state 
college, business division. University of 
Southern California, Ed.D. thesis ’61; N 
Bus Ed Q 31: 510 

PLACEMENT 

Responsibility for student placement. Jennie 
M. McVey. Bal Sheet 44: 105-107 N 

The role of the business teacher in job place- 
ment. Martha J. Pfalzgraf. Ohio Bus Tchr 
22: 46-49 Ap 

POLISHOOK, William M. 

The Frederick G. Nichols story, part III: a 
profile of the teacher. Delta Pi Epsilon J 4: 
25-32 F 

A reappraisal of business education objec- 
tives. J Bus Ed 37: 132-33 Ja 

POPHAM, Estelle L. 

See Beamer, Esther K. 
PORTER, Albert 

Books and the bramble bush. Advanced Mgt- 
Office Exec 1: 20-21 D 

PORTER, Gerald A. 

The concept approach to education in per- 
sonal and family finance. Topics 12: 2-6 
Fall 
and others 

Basic business and the superior student. Bus 
Ed Forum 16: 16-17 Ja 

Business administration and economic educa- 
tion. NABTE Bul 76: 23-25 

PORTER, Leonard J. 

Better bulletin boards (Y-2); Better English 
in communications (C-9); Mailable tran- 
scription tests (S-6); The psychological ap- 
proach to personality improvement (X-5); 
Salesmanship for successful living (M-6); 
Self-evaluation in typewriting (T-17); Spe- 
cial shorthand dictation (S-7); Three-way 
problem (K-4); Typewriting contests—past 
and present (T-15); Typing carbon copies 
(T-12). Bus Tchg Aids. Prentice-Hall. Free 

The business of words—and vice versa. The 
Announcer (Prentice-Hall, Inc., Englewood 
Cliffs, N. J.) 7: 3-4 Spring 

Class project: correcting dictation errors. P-H 
Bus Ed Newsletter 11: 4 Spring 

Dictation for correcting errors. Prentice-Hall. 
13 p $1.25 net pepaid 

On stage, teacher! EBTA J 1: 16-17 Fall 

An overdose of mediocrity? Bus Ed in Action 
1: 8 Fall 

Quality production in typing. P-H Bus Ed 
Newsletter 12: 4 Fall 
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PORTER, Leonard J. (continued) 
A time for giants. P-H Bus Ed Newsletter 11: 
4 Spring 
See also Connelly, Mary E. 
See also Selden, William 
POST, Harold B. 
y accreditation for private business 
schools? Compass 26: 1, 7S 
POTOCNIK, Mildred 
A study of the personal typewriting course at 
West junior high school, Duluth, Minne- 
sota. University of Minnesota, M.A. thesis 
61; N Bus Ed Q 31: 51-52 O 
POWELL, Georgia Faye 
An analysis of shorthand dropouts at Ottawa 
township high school. Illinois State Normal 
University, M.S. thesis 61; N Bus Ed Q 
31: 52-53 O . 
PREWITT, Lena Burrell 
A comprehensive analysis, classification, and 
synthesis of research findings and thought 
in the area of office practice instruction, 
1951-59. Indiana University, Ed.D. thesis 
61; J Bus Ed 37: 294 Ap; N Bus Ed Q 31: 
53 O 
PRICE, Ray G. 
Business education. Rev of Ed Research 32: 
411-17 O 
and Marvin A. Clark 
Are economic understandings developed 
through general business? J Bus Ed 38: 
58-60 N 
and Russell J. Hosler 
Business teacher preparation for teaching eco- 
nomic understandings. Bus Ed Forum 16: 
23-24, 34 My 
PROGRAMMED teaching 
Another look at programmed instruction in 
business education. Stuart Margulies. Amer 
Bus Ed 17: 224-26 My 
Current news about programmed learning. 
Charles Robinson. J Bus Ed 37: 342-43 








My 

Implications for the teaching of business by 
programmed learning. Elmore M. Day, Jr. 
Amer Bus Ed 17: 221-23, 226 My 

Programmed business mathematics: concepts, 
skills, and applications. Harry Huffman. 
Gregg. Part One, 224 p $2.25; Part Two, 
208 p $2.25 

Programmed instruction for basic typewrit- 
ing. Janet Kleinmeyer. Amer Bus Ed Y 19: 
280-84 

Programmed instruction for business classes. 
Frank W. Lanham. Amer Bus Ed 17: 218- 
20, 251 My 

Programmed instruction—the new revolution 
in business education and training. Arthur 
=  _— Advanced Megt-Office Exec 1: 33- 

5 


Programming in business education. Irene 
Place. Ohio Bus Tchr 22: 20-24 Ap 

Seventeen Q’s and A’s about programmed in- 
=r Harry Huffman. Bus Tchr 39: 

A study of teaching machine programming in 
computation of timed cards. Gordon E. 
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PROGRAMMED teaching (continued) 
Rudolph. University of Southern Califor- 
nia, M.S. thesis ’61 

PROKUPEK, Dorothy G. 

A study showing the business education en- 
rollments, subject offerings, and teacher 
preparation and experience in all high 
schools and ninth grades of 7-9 grade 
junior high schools in the state of Wiscon- 
sin for the year 1960-61. University of 
Wisconsin, M.S. thesis 61; N Bus Ed Q 
31: 53-540 

PUBLIC relations 

Buffalo attracts students to business careers. 
LaVerne Jenkins. J Bus Ed 37: 283-84 Ap 

A checklist of PR activities. Calfrey C. Cal- 
houn. Bus Ed World 42: 26-27 My 

Education for the business world—a story 
told through radio. Bernard A. Shilt. Bal 
Sheet 44: 12-14 S 

How to evaluate your efforts in public rela- 
tions. Calfrey C. Calhoun. Ohio Bus Tchr 
22: 50-52 Ap 

Public relations for business education. Mary 
Louise Lyons. Bal Sheet 44: 114-15, 126 N 

Sell your program to board members by mak- 
ing a recording. Berle Haggblade. Bus Ed 
World 42: 24-26 My 

PULLIS, Joe M. 

Nichols (1933) and Conant (1959). J Bus Ed 

37: 310 Ap 
PYLES, Sarah 

Enthuciasm builds interest in the notehand 

course. Bus Tchr 39: 7, 20 Mr 


RADIN, Clara H. 

A proposed accounting course for nonac- 
counting majors. San Jose State College, 
M.A. thesis 61; N Bus Ed Q 31: 54-55 O 

RAHE, Harves 

Improving the setting for instruction in type- 

writing. Bus Ed Forum 17: 5 N 
RAINEY, Bill G. 

This grading plan for typing evaluates and 
motivates. Bus Ed World 42: 21-22 F 

Typewriting, 1958-1961 in review. J Bus Ed 
37: 247-49 Mr; 291-93 Ap; 335-38 My 

RAMSAY, Katharine S. 
Is your bulletin board becoming a dropout? 
Bus Ed World 43: 22-24 D 
RANDALL, Clarence B. 
How to write letters they'll want to read. 
ABWA Bul 26: 7-10 Ap 
Sally W. Weimer, and Maynard S. Greenfield 

Systems and procedures for automated ac- 

counting. South-Western. 616 p $8 
REAM, Roland R. 

Preparing students for the automated offices 
—the role of the private business college. 
Amer Bus Ed 17: 148-49 Mr 

REED, Mary M. 
Be ye openers of doors. CEA Y 24: 1-4 
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REED, Mildred E. 

Transcription in first-year shorthand. Amer 

Bus Ed Y 19: 156-63 
REICHERTER, Richard F. 

Evaluation of student progress. Bus Ed News- 
letter 10: 3, 12 

National office management association. Bus 
Ed Newsletter 9: 12-13 F; 10: 14-15 S 

REID, William H. 

Personal responsibility in the busines; world. 

Cath Bus Ed R 13: 39-43 Winter 
REIGEL, Charles E. and Herbert M. Jelley 

Guidance or lack of it? Ohio Bus Tchr 22: 

2-3 Ap 
REIN, Marlene W. 

An evaluation of the duties and educational 
training of the church secretary in the 
American Lutheran church. Ohio State 
University, M.A. thesis 61; N Bus Ed Q 
31: 55 O 

REINMUTH, Charles 

Bookkeeping for personal use. Bus Ed Forum 

17: 11-12, 24D 
REJDA, George E. 

An argument for a course in business ethics 
in the business administration college. Cath 
Bus Ed R 13: 30-33 Spring 

RESEARCH 

An annotated bibliography of selected re- 
searches dealing with methods of teaching 
and materials for instruction in shorthand 
and transcription, January 1, 1946-Decem- 
ber 31, 1957. Mary Nell Wilkes. University 
of Colorado, M.B.E. thesis 61; N Bus Ed 
Q 31: 700 

Applications of new research techniques to 
business education. Roger E. Wilk and 
Leonard J. West. N Bus Ed Q 30: 11-15, 
23 Mr 

Bases for evaluating research. Leonard J. 
West. Delta Pi Epsilon J 5: 1-10 N 

Business education. Ray G. Price. Rev of Ed 
Research 32: 411-17 O 

A classroom experiment. Herbert A. Tonne. 
J Bus Ed 37: 320-21 My 

A comparative experiment in simplified key- 
board retraining and standard keyboard 
supplementary training. Earl P. Strong. 
Amer Bus Ed Y 19: 308-17 

A comprehensive analysis, classification, and 
synthesis of research findings and thought 
in the area of office practice instruction, 
1951-59. Lena Burrell Prewitt. Indiana 
University, Ed.D. thesis 61; J Bus Ed 37: 
294 Ap; N Bus Ed Q 31: 53 O 

Contributions research has made to advance- 
ment of business education. Earl A. Dvo- 
rak. N Bus Ed Q 30: 4-7 Mr 

Convention drivel and trivia. Herbert A. 
Tonne. J Bus Ed 38: 8-9 O 

Crucial areas of research in business educa- 
tion. Harry Huffman. N Bus Ed Q 30: 16- 
23 Mr 

Distributive education. H. E. Samson. Rev of 
Ed Research 32: 418-22 O 

Implications of research for teaching type- 
writing. Leonard J. West. Delta Pi Epsilon 
Research Bulletin No. 2. University of 
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RESEARCH (continued) 
Denver, Denver 2, Colorado. 34 p $.50 
Improving research in business shentien. 
Paul S. Lomax and W. Harmon Wilson. 
Monograph 105. South-Western. 21 p Free 
A perspective of operations research. Robert 
S. Wasley. Coll N & V 15: 13-17 My 
Research for classroom teachers. I. David 
Satlow. See issues J Bus Ed 
Research in business education completed or 
under way in 1961. Hollis Guy. N Bus Ed 
Q 30: 26-44 Mr 
Research in career development for distribu- 
tive education. Harland E. Samson. Bus Ed 
Forum 16: 17-19 Ap 
Research in office standards. Mary Ellen 
Oliverio. Bus Ed Forum 16: 32-33 Mr 
The role of the research study in the Ed.D. 
degree program in_ business education. 
George J. Hammer. J Bus Ed 37: 157 Ja; 
N Bus Ed Q 31: 32-33 O 
Significant implications from research in 
office practice. Margaret A. Jack. Amer 
Bus Ed Y 19: 92-114 
Significant implications of research in short- 
hand and transcription. Ruth I. Anderson. 
Amer Bus Ed Y 19: 49-64 
Significant implications of research in type- 
writing. Anthony W. Hantjis. Amer Bus 
Ed Y 19: 65-91 
Strengthening business education through re- 
search. Ruth I. Anderson. N Bus Ed Q 30: 
3 Mr 
Strengthening research in business education. 
Russell J. Hosler. N Bus Ed Q 30: 8-10, 
24 Mr 
A survey of research in distributive educa- 
tion. Roger A. Larson. University of Min- 
nesota, M.A. thesis ’61 
A synthesis of research findings and thought 
pertaining to office practice instruction. 
Gertrude M. Miller. Indiana University, 
Ed.D. thesis 61; N Bus Ed Q 31: 43-44 O 
RETAILING 
Characteristics of selected successful and 
non-successful small businessmen. Charles 
F. Kunsemiller. University of Southern 
California, Ed.D. thesis 61; J Bus Ed 38: 
32 0 
A guide for the effective teaching of retail 
selling. Constance E. Young. University of 
Maryland, M.Ed. thesis 61 
A look at retailing. Joan Handal. Today’s Sec 
64: 35-36, 71 Mr 
A modern profit concept in the retail selling 
field. C. A. Erdahl. J Accy 114: 57-62 S 
Retail grocery clerk training. Gary E. How- 
ard. J Bus Ed 38: 190 
Retailing principles and practices, 4th ed. 
Henry G. Richert, Warren G. Meyer, and 
Peter Haines. Gregg. 512 p $5.60 
What retailing’s revolution means to DE. 
Hugh E. Muncy. Amer Voc J 37: 28-29 
Mr 
When is a small retail business successful? 
James K. Stoner. J Bus Ed 37: 233-36 Mr 
REYNOLDS, Helen 
Production transcription. CEA Y 24: 33-38 


Business Education Index 


REYNOLDS, Helen (continued) 

Typewriting for business and personal use. 

Bus Ed Forum 16: 27, 31 Mr 
RHODES, George S. 

Competition is the key to student interest. 

Bus Ed World 43: 17, 29 D 
RICHERT, Henry G., Warren G. Meyer, and 
Peter Haines 

Retailing principles and practices, 

Gregg. 512 p $5.60 
RICHTER, Lawrence H. 

Conflicting opinions concerning facets of 
shorthand training as revealed in the pro- 
fessional business education literature from 
1951-60. University of North Dakota, M.S. 
thesis °61; N Bus Ed Q 31: 55-56 O 

RIDDLE, A. E. 

Work experience—a must for business teach- 

ers. Inter Rev for Bus Ed 60: 108-109 N 
RIPPON, Yvonne 

The soviet economy. Bus Ed Forum 16: 20- 

22 Mr 
RIVERO, Maria 

Implications of automation for business edu- 

cation. Cath Bus Ed R 14: 39-43 Fall 
ROBEK, Mary F. 

Secretarial performance with implications for 
the curriculum. Bal Sheet 44: 152-53, 190 
D 


4th ed. 


ROBERTS, Edward A. 

A handbook for a course in practical English. 
University of Southern California, M.S. 
thesis 61 

ROBERTS, Martha M. 

High school business education department 
theories and practices in publishing a dupli- 
cated high school newspaper in the small 
Minnesota high school. University of 
North Dakota, M.S. thesis 61; N Bus Ed 
Q 31: 560 

ROBINSON, Charles 

Audio-visual teaching aids. See issues J Bus 
Ed 

Current news about programmed learning. 
J Bus Ed 37: 342-43 My 

Foundation guides for a flexible rotation 
—" in office practice. CEA Y 24: 
8 1- 

New horizons for educational television. J 
Bus Ed 38: 120-21 D 

The tape recorder. J Bus Ed 37: 298-99 Ap 

Teaching machines. J Bus Ed 37: 158-59 Ja; 
204-205 F 

ROBINSON, David M. 

A plan for the use of the case method in 
teaching business letter writing. ABWA 
Bul 27: 23-27 D 

ROLEY, Dennis E. 
First-year typewriting via television. Bal Sheet 
44: 63-64 My 
ROLLASON, Peggy Norton 
Who? . . . me? Today’s Sec 64: 22-23, 47 Ja 
ROMAN, John C. 

Is clerical education justified? Bus Ed Forum 

16: 26, 31 Ap 
ROOT, Kathleen and Edward E. Byers 
Medical typing practice. Gregg. 80 p $2.50 
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ROSE, Richard McCord 
Job survey of El Centro, California. Uni- 
versity of Southern California, M.S. thesis 
61 


ROSENBERG, R. Robert 

Ask the experts. See issues Today’s Sec 
ROSENBLUM, Irving 

Analytic approach. H Points 44: 42-43 Mr 

Brighter side. H Points 44: 47-48 D 
ROSER, Carol M. 

A follow-up study of the Elyria high school 
clerical specialist graduates from 1954 
through 1960 for the purpose of learning 
how effective their training has been. Uni- 
versity of North Dakota, M.S. thesis ’61; 
N Bus Ed Q 31: 56-57 O 

ROSS, Frank A. 

Teaching procedures in introductory and 
managerial accounting. Coll N & V 15: 
1-6 My 

ROSS, Kenton E. 

Selected organization and administration 
practices in business education student 
teaching. University of California at Los 
Angeles, Ed.D. thesis 61; N Bus Ed Q 31: 
57-58 O 

ROSS, Robert E. 

The teaching of business law. University of 

Southern California, M.S. thesis ’61 
ROUTH, Ida Grace 

Development of business education in the 
public secondary schools of Pennsylvania, 
1900-1960. University of Pittsburgh, Ed.D. 
thesis 61; J Bus Ed 37: 294 Ap 

ROWE, John L. 

Developing the concept of mailability. EBTA 
J 1: 14-15, 30 Fall 

Justification and reappraisal of professional 
courses in business education. N Bus Ed 
Q 31: 5-6,64D 

Psychological foundations of motor skill 
building as applied to typewriting. Amer 
Bus Ed Y 19: 285-307 

Special methods courses are essential for 
business teacher education. Coll of Ed 
Record 47: 130-32 Je 

Trends in business correspondence. CBEA 

Bul 19: 14 Mr 

Alan C. Lloyd, and Fred E. Winger 

Gregg typing/191 series. Gregg. 288 p $3.84 
Records and filmstrip guide for Gregg typ- 
ing/191 series. Gregg. 20 records $65 

and others 

Secretarial and related office education. 

NABTE Bul 76: 22-23 
ROWE, Margaret F. 
See Gregg, John R. 
RUBENOW, Robert C. 
See Thomas, Ashley C. 
RUDOLPH, Gordon E. 

A study of teaching machine programming in 
computation of timed cards. University of 
Southern California, M.S. thesis ’61 

RUEGG, Robert J. 

EDL typing homework series. Educ Dev Lab. 
Student kit, 38 p $1.50; Teacher’s manual, 
42 p $1.50 
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RUEGG, Robert J. (continued) 
EDL typing keyboard introduction course, 
2nd ed. Educ Dev Lab. Student’s manual, 
81 p $1; Teacher’s manual, 91 p $1.20 
Teaching elementary typewriting through the 
use of a reading instrument. Amer Bus Ed 
Y 19: 260-79 
RULON, Phillip J. and W. Douglas Brooks 
A comparison. of two methods of teaching 
typewriting. USN Train. Dev. Cent. Tech. 
Rep., Ja °60, No. 294-1. (See Psychol 
Abstr, 61, 35, No. 2703) 
RUMPF, Edwin L. and William Selden 
Facts about business education programs. 
Amer Voc J 37: 32 Mr 
RUSHER, Elfreda M. 
Mailability in the shorthand class. Ohio Bus 
Tchr 22: 26-28, 84 Ap 
RUSSELL, R. B. 
Business education and vocational prepara- 
tion. Bus Ed Newsletter 9: 3-4, 13 F 
Opportunities in business. Bus Ed News- 
letter 10: 3, 12 D 
RYAN, Brother Leo V. 
The encyclicals and economic education. 
Cath Bus Ed R 13: 17-19 Summer 
Mater et magistra and the development of 
social responsibility through business edu- 
cation. Cath Bus Ed R 13: 22-28 Winter 
RYERSON, Frank E., Jr. 
Let’s broaden our perspective in technical 
writing. ABWA Bul 26: 25-29 Mr 


SAKAMOTO, George 
An instruction unit in consumer credit. Sac- 
ramento State College, M.A. thesis 61 
SALESMANSHIP 
The occupation with the black eye. Carl W. 
Birchard. Bus Ed Newsletter 10: 9, 14 D 
Oral communication and sales effectiveness. 
R. W. Pace. J Ap Psychol 46: 321-24 
O 
Salesmanship for successful living. Leonard 
Porter. Bus Tchg Aid M-6. Prentice- 
Hall. 2 p Free 
A study of salesmanship unit content a; 
taught in cooperative part-time programs 
in Illinois, lowa, Minnesota, and Nebraska. 
James D. Flannery. University of Minne- 
sota, M.A. thesis *61 
Teaching with tape in merchandising and 
salesmanship. Gerald D. Goldstein. CEA Y 
24: 119-24 
SAMSON, Harland E. 
Distributive education. Amer Voc J 37: 10 
F 


Distributive education. Rev of Ed Research 
32: 418-22 O 

Research in career development for distribu- 
tive education. Bus Ed Forum 16: 17-19 
Ap 
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SANDERS, Arthur W. 

The value of learning shorthand. Bal Sheet 
43: 225 Ja 

The value of learning typewriting. Bus Tchg 
Aid T-14. Prentice-Hall. 2 p Free 

SANDERS, Celene H. 

A study of the relationship between certain 
Radford college students’ ACE scores, 
years of shorthand in high school, and 
achievement in shorthand. Virginia Poly- 
technic Institute, M.S. thesis 61; N Bus Ed 
Q 31: 58 O 

SATLOW, |. David 

Bookkeeping and semantics. J Bus Ed 38: 
105-106 D 

Current developments in consumer econom- 
ics. See issues Bus Ed World. 

Current thought on teaching bookkeeping. 
J Bus Ed 38: 20-22 O 

A dozen pointers on teaching business arith- 
metic. Bus Ed World 43: 24, 36S 

Effective teaching techniques for general 
business—directing projects. Bus Ed World 
42: 29-31 Ja; Preparing posters. 26-27 F; 
Making use of dramatic activities. 52-53 
Mr; Telling stories. 31-32, 36 Ap; Con- 
ducting field trips. 33-35 My; Directing 
committee work in the classroom. 27-30 Je 

Research for classroom teachers. See issues J 
Bus Ed 

Show students how to use arithmetic short- 
cuts. Bus Ed World 43: 12-14, 30 D 

Teach the use of tables. Bal Sheet 44: 57-58, 
85 O 

Teaching business forms in the bookkeeping 
class. EBTA J 1: 19-21 Fall 

SAWATZKY, Jasper 

See Henderson, Braxton 
SAWYER, N. Mae 

Ask the experts. See issues Today’s Sec 
SCATES, Doris S. 

Construction of three-minute and five-minute 
speed tests at speed levels ranging from 100 
to 140 words a minute. University of Ten- 
nessee, M.S. thesis 61; N Bus Ed Q 31: 
58-59 O 

SCHANTZ, Lois A. 

Assimilating office problems in the classroom. 

J Bus Ed 37: 327-28 My 
SCHEVE, Sister Ann Regis 

An analysis of transcription errors reported 
by selected employers of the 1955-59 grad- 
uates of the stenographic curriculum of 
Seton high school, Baltimore, Maryland. 
Catholic University of America, M.A. 
thesis 61 

SCHICK, Elmer L. 

The improvement of business education in 

Guatemala. N Bus Ed Q 30: 46-50 Mr 
SCHMIDT, Audrey 

Good skills equal good luck. Today’s Sec 65: 
55-56 O 

It takes more than skill. Today’s Sec 65: 
55-56 N 

Magic formula? Bus Tchr 40: 17 N-D 

On the teaching of beginning Gregg short- 
hand. CEA Y 24: 11-17 

Steps to success. Today’s Sec 65: 65-66 S 


Business Education Index 


SCHMIDT, Emerson P. 

Economics—the lamplighter. Bal Sheet 44: 

148-51, 181 D 
SCHMIDT, Martin F. 

Transportation—a teaching tool for business. 

Bus Ed Forum 16: 15-17 Mr 
SCHNEIDER, Arnold E., Edward A. Smith, and 
John E. Whitcraft 

How to serve business law to make it refresh- 

ing. Bus Tchr 40: 27 N-D 
SCHRAMM, Dwayne 

Teach composing at the typewriter. Bal Sheet 

43: 355-56 Ap 
SCHREIBER, Maurice H. 

Let’s underwrite the teaching of economics. 

Bal Sheet 43: 400-401 My 
SCHULTHEIS, Robert A. 

Don’t overlook the rapid-fire question tech- 
nique. Bus Ed World 43: 32 S 

Why don’t we show student teachers how to 
teach? Bus Ed Forum 17: 19, 26 O 

SCHULZ, P. 
Business training given by the Siemens work. 
Inter Rev for Bus Ed 59: 56-64 Ap 
SCHUSTER, Angeline 
We made our own film. Bus Tchr 40: 7 N-D 
SCHWAB, Victor O. 

How to write a good advertisement: a short 
course in copywriting. Harper & Row. 227 
p $4.95 

SCHWARTZ, Dorothy H. 

Simplify peripheral learnings in stenography. 

Bus Ed World 43: 13-16 N 
SCHWILCK, Gene 

Developments in curriculum. Ball State C J 

33: 6-7, 17 F 
SCOLNICK, Arnold H. 

Do we need a national advanced placement 
program for business subjects? Bus Ed 
World 42: 18-19, 38 My 

Merchandise information based on experi- 
ence. CEA Y 24: 109-13 

SCOTT, Charles R., Jr. 

The computer as a tool in education. Amer 

Bus Ed 17: 212-17 My 
SCOTT, Wesley E. 

The teacher’s importance in freedom. Pit- 

manite 13 My 
—— William F. Hamilton, and Arthur Hertzfeld 

Modern basic typewriting, 2nd ed. Pitman. 
112 p $2.80 

Teach yourself to type. Pitman. 98 p $1.95 

SCOVILLE, Warren C. 

Economics in the high school. Bal Sheet 43: 

292-96, 336 Mr 
SEARS, Mary Anne 

The effects of automation in stenographic 
and secretarial positions—a 1961 forecast. 
Columbia University, M.A. thesis 61; N 
Bus Ed Q 31: 59-60 O 

SECRETARIAL training 

An analysis of the relationship between se- 
lected prognostic measures and achieve- 
ment in the freshman program for secre- 
tarial majors at the Woman’s college of 
the university of North Carolina. Roscoe 
J. Allen. Pennsylvania State University, 
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SECRETARIAL training (continued) 

Ed.D. thesis 61; N Bus Ed Q 31: 5-6 O; 
J Bus Ed 38: 75 N 

Applied secretarial practice, Sth ed. John R. 
Gregg, Albert C Fries, Margaret F. Rowe, 
and Dorothy L. Travis. Gregg. 512 p $4.84 

Ask the experts. Madeline S. Strony. See 
issues Today’s Sec 

Assimilating office problems in the classroom. 
Lois A. Schantz. J Bus Ed 37: 327-28 My 

Attitudes and practices of executives and sec- 
retaries concerning disputable items of 
English usage in secretarial handbooks: a 
study made in the oil industry in Tulsa, 
Oklahoma. Anthony S. Lis. University of 
Minnesota, Ph.D. thesis 61; ABWA Bul 
26: 29-30 My; N Bus Ed Q 31: 40 O 

Basic considerations for secretarial office prac- 
tice. Lohnie J. Boggs. Amer Bus Ed Y 19: 
352-70 

Bibliography (for secretarial education). E. 
L. Marietta. Amer Bus Ed Y 19: 393-400 

Busy work can provide a school secretarial 
service. Adele Nemiroff. Bus Ed World 43: 
14-15, 35 S 

Collegiate preparation of the professional 
secretary. Mary Virginia Moore. Amer 
Bus Ed 17: 162-65 Mr 

Effective secretarial practice, 4th ed. Esther 
K. Beamer, J Marshall Hanna, and Estelle 
L. Popham. South-Western. 746 p $6.25 

An evaluation of the course offerings and 
requirements in the secretarial science cur- 
riculum at Hampton institute. William C. 
Brown. J Bus Ed 37: 201 F 

Help office practice students become profe:- 
sional secretaries. Marion Wood. Bus Ed 
World 43: 7-9 D 

How a business firm trains a secretary. CBEA 
Bul 19: 7, 13 Mr 

A laboratory for secretarial students. Leon- 
ard L. Greene. J Bus Ed 37: 281-82 Ap 

Make secretarial practice more effective with 
bulletin boards like these. Ruth C. Beede. 
Bus Ed World 42: 30-31 My 

A matter of minutes. Nancy Winters. Today’s 
Sec 64: 24-25, 57 Je 

Medical assisting—a specialized secretarial 
program in a two-year community college. 
A. Frances Casey. CEA Y 24: 46-52 

New dimensions in training medical secre- 
taries. Edward E. Byers. Bus Tchr 39: 
25-26 F 

Objectives for and the selection of subject 
matter for secretarial office practice. M. 
Adele Frisbie. Amer Bus Ed Y 19: 327-51 

Office automation: its development and its 
effect upon secretarial office practice. Elea- 
nor R. Makay. Amer Bus Ed Y 19: 371-74 

Office telephone tips. Today’s Sec 64: 28, 
53 F 


The place of secretarial administration in 
schools of business. Mearl R. Guthrie. Coll 
N & V 15: 10-12 Mr 

The preparation provided in high school sec- 
retarial practice courses for the duties of 
educational secretaries. Dianne C. Obrecht. 
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SECRETARIAL training (continued) 


State College of lowa, M.A. thesis ‘61; N 
Bus Ed Q 31: 48 O 

The problems beginning secretaries experi- 
ence with office dictation. Lois E. Frazier. 
Indiana University, Ed.D. thesis 61; J Bus 
Ed 38: 33 O; N Bus Ed Q 31: 25-26 O 

Recommended course content for a special 
methods course in secretarial, clerical, and 
office practice. William M. Mitchell. N 
Bus Ed Q 31: 52-56 D 

Secretarial club builds teamwork. Sofrona L. 
Smith. J Bus Ed 38: 17-18 O 

Secretarial education in transition. Theodore 
Yerian. Amer Bus Ed Y 19: 383-92 

Secretarial education with a future. American 
Business Education Yearbook, Vol. XIX, 
1962. Dorothy H. Veon, ed. Joint Publica- 
tion Commission of the Eastern Business 
Teachers Association and the National 
Business Teachers Association. New York 
University Bookstore, 18 Washington 
Place, New York 3, New York 400 p $5 

Secretarial education with a future. Dorothy 
H. Veon. Amer Bus Ed Y 19: 3-19 

Secretarial performance with implications for 
the curriculum. Mary F. Robek. Bal Sheet 
44: 152-53, 190 D 

Secretarial training in business college. Claire 
P. Hosley. P-H Bus Ed Newsletter 11: | 
Spring 

Steps to success. Audrey Schmidt. Today’s 
Sec 65: 65-66 S 


SECRETARIES 


Duties and personal characteristics of the 
school secretary. Joseph Specht. New York 
University, Ed.D. thesis ’61 

Flying secretary. Peggy Penney. Today’s Sec 
64: 36, 52 My 

Guideposts to rw excellence. Rose- 
mary E. Ullrich. Sec 22: 10-11, 23 Je 

The high cost of procrastination. Marilyn 
French. Today’s Sec 64: 18-19, 45 Ja 

How to be an effective executive secretary. 
Esther R. Becker. Harper & Row. 211 p 
$4.50 

Is it true what they say about secretaries? 
Marilyn French. Today’s Sec 65: 52-53 § 

The male secretary in the modern-day busi- 
ness world. Maurice Morales. University 
of Southern California, M.B.A. thesis 61 

Mrs. secretary. Jeanne Martinson. See issues 
Today’s Sec 

On the side of the law. See issues Today’s 
Sec 

bes — secretary. Today’s Sec 65: 38- 

9 


A portrait of the cor ae, Mor- 
ris Philip Wolf. Sec 22: 

The qualified private Sy in England. 
A. Elizabeth Ferris. N Bus Ed Q 30: 
51-53 Mr 

A report on the Negro secretary, 1962. Mary 
Jollon. -‘Today’s Sec 65: 25-29, 89 O 

Secretaries around the world. Earle F. Opie 
and others. Sec 22: 14-27 Mr 

The secretary in the White House. Margaret 
MacColl. Sec 22: 16-19 Ja 
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SECRETARIES (continued) 

A secretary speaks. Elizabeth Olsen. P-H Bus 
Ed Newsletter 12: 2 Fall 

The secretary’s perspective in today’s world. 
Robert E. Slaughter. Sec 22: 12-14 S 

Should secretaries be unionized? Today’s Sec 
64: 24-26, 60 Mr 

Take the giant step. Betty Jane Lloyd. Sec 
22: 6-7, 25 Ja 

Trends affecting the secretarial profession. 
Marian H. Thorne. Amer Bus Ed Y 19: 
377-82 

Twentieth century secretary. Clare McArten. 
Sec 22: 20-22 M 

Who? .. . me? Peggy Norton Rollason. To- 
day’s Sec 64: 22-23, 47 Ja 

Why good secretaries quit. CBEA Bul 19: 7, 
15 Mr 

SEGALLA, Roger 
Electrical engineering terms in Gregg short- 
hand. Today’s Sec 64: 49-50 Ap 
SEIBEL, R 
See Diehl, M. J. 
SEIBEL, Robert A. 

A survey of foundations and organizations 
providing materials for use in business and 
economic education. University of Minne- 
sota, M.A. thesis ’61 

SEIDER, Robert J. 

A follow-up study of the graduates of the 
division of business from 1918 to 1958 
directed toward curriculum evaluation in 
business administration. Kansas _ State 
Teachers College, M.S. thesis *61 

SEILER, Rae 

In re: the search for quality. Ohio Sch 40: 

48 O 
SELAKOVICH, D. 

Are we flunking economics? High School 

Journal 46: 47-52 N 
SELBY, R. 

How to train your office workers for school 

business. Nations Schools 70: 72-73 O 
SELDEN, William 

Evaluating the effectiveness of business ed- 
ucation supervision and administration on 
the national, state, and local levels. N Bus 
Ed Q 30: 18-22 My 

On-the-job filing techniques. Bus Tchg Aid 
K-2. Prentice-Hall. 2 p Free 

The place of business education in the cur- 
riculum. Bal Sheet 43: 195 Ja 

See also Rumpf, Edwin L. 

Lura Lynn Straub, and Leonard J. Porter 

Filing and finding. Prentice-Hall. 122 p $3.28 

SEWELL, Harry F. 

Automation in the accounting curriculum. J 

Bus Ed 37: 136-37 Ja 
SHAFFER, Dale E. 

The book-interview approach to organized 
report writing. Ohio Bus Tchr 22: 29-35, 
83 Ap 

Try this form for evaluating and recom- 
mending students. Bus Ed World 42: 14- 
15 Ap 

SHAFFER, Richard G. 
Modernize your business curriculum: intro- 
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SHAFFER, Richard G. (continued) 
Guce recordkeeping. Bus Ed Forum 17: 
21, 25 N 

Why teach recordkeeping? Amer Bus Ed 17: 
167-69 Mr 

You can build an electric keyboard to teach 
business machines. Bus Ed World 42: 22- 
23 Ap 

You can build your own dictation-transcrip- 
tion booths. Bus Ed World 43: 20 O 

SHAO, Stephen P. 

Mathematics for finance. South-Western. 510 

p $7.75 
SHARP, Walter M., Jr. 

An appraisal of the values derived from in- 
school office work experience, co-operative 
office practice, and non-office work experi- 
ence programs as related to occupational 
adjustment. Ohio State University, M.A. 
thesis 61; Ohio Bus Tchr 22: 66-67 Ap 

SHAW, Nathaniel and Eleanore H. Shaw 

Some guides to increasing accuracy and con- 
trolled speed in teaching iyping technique. 
CEA Y 24: 58-64 

SHAW, T. T. 
Tax clinic. See issues J Accy 
SHEA, Gordon 

Subject: military correspondence. Today's 

Sec 64: 18-20, 54 F 
SHEEDER, Elwood B. 

An analysis of the professional growth of 
prospective teachers of business education 
during their student teaching experience. 
University of Pittsburgh, Ed.D. thesis ‘61; 
J Bus Ed 37: 339 My 

SHERWOOD, J. F. 

See Carson, A. B. 

SHILT, Bernard A. 

Education for the business world—a story 

told through radio. Bal Sheet 44: 12-14 S 
SHOEMAKER, A. R. 

The results of cooperative education in a 

liberal arts college. Coll N & V 15: 7-9 My 
SHORT, Robert M. 

Teaching material for a course in consumer 
economics. Arizona State University, M.A. 
thesis 

SHORTHAND 

Advanced shorthand and transcription—a de- 
velopmental approach. Dorothy Gasman. 
CEA Y 24: 24-32 

Advanced shorthand transcription: a second- 
year program. Roscoe J. Allen. Amer Bus 
Ed Y 19: 184-211 

Air Force terms in Gregg shorthand. Today’s 
Sec 65: 75-76 S; 65-66 O 

Airline terms in Gregg shorthand. Harry 
Benson. Today’s Sec 64: 53-54 Mr 

An analysis of shorthand dropouts at Ottawa 
township high school. Georgia Faye Powell. 
Illinois State Normal University, M.S. the- 
sis 61; N Bus Ed Q 31: 52-53 O 

An annotated bibliography of selected re- 
searches dealing with methods of teaching 
and materials for instruction in shorthand 
and transcription, January 1, 1946-Decem- 
ber 31, 1957. Mary Nell Wilkes. Univer- 
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SHORTHAND (continued) 

sity of Colorado, M.B.E. thesis 61; N Bus 
Ed Q 31: 70 0 

Ask more, get more—in first-semester short- 
hand. Marie Whittle. J Bus Ed 38: 15-16 O 

Ask the experts. Charles E. Zoubek. See is- 
sues Today’s Sec 

Banking.terms in Gregg shorthand. Today’s 
Sec 64: 39-40 Ja 

Basic considerations for first-year shorthand. 
Floyd L. Crank. Amer Bus Ed Y 19: 
117-32 

Beginning shorthand students enjoy tran- 
scription—at the typewriter. D. Howard 
Backlund. J Bus Ed 37: 227-28 Mr 

Changes in Gregg shorthand. Marjorie Morse 
Connelly. New York University, Ph.D. 
thesis 61; N Bus Ed Q 31: 17-18 O 

A comprehensive analysis and synthesis of 
research and thought pertaining to short- 
hand and transcription, 1946-57. Inez 
Frink. Indiana University, Ed.D. thesis 
61; N Bus Ed Q 31: 26-27 O 

Conflicting opinions concerning facets of 
shorthand training as revealed in the pro- 
fessional business education literature from 
1951-60. Lawrence H. Richter. University 
of North Dakota, M.S. thesis 61; N Bus 
Ed Q 31: 55-56 O 

Construction of three-minute and five-min- 
ute speed tests at speed levels ranging 
from 19% to 140 words a minute. Doris 
S. Scates. University of Tennessee, M.S. 
thesis "61; N Bus Ed Q 31: 58-59 O 

Contagious enthusiasm! Charles E. Zoubek. 
Bus Tchr 40: 22-23 N-D 

Criminology terms in Gregg shorthand. Ro- 
berta G. Pavlu. Today’s Sec 64: 35-36 Je 

Determination of tentative objectives and 
evaluation of achievement in first-year 
shorthand in high schools of Georgia. 
Helen W. Taylor. University of Tennessee, 
M.S. thesis 61; N Bus Ed Q 31: 64-65 O 

Developing marketable skill in second-year 
shorthand. Ernest E. Miller, Leonore G. 
Pierce, and Rowena Wellman. Amer Bus 
Ed Y 19: 219-28 

The development of an annotated bibliog- 
raphy of speed building procedures em- 
ployed in Gregg shorthand. Dale D. Gust. 
University of North Dakota, M.S. thesis 
61; N Bus Ed Q 31: 32 O 

Different shorthand teaching practices for 
different shorthand objectives. Charles E. 
Zoubek. Bus Ed Forum 17: 7-10 O 

Dissimilarity in shorthand standards. Lars G. 
Crandall and Edward L. Christensen. Bus 
Ed Forum 17: 11-13 O 

Do we have criteria for predicting shorthand 
success? Marie Whittle. Bus Ed Forum 16: 
25-26 Mr 

The effectiveness of high school bookkeeping 
and shorthand grades as indicators of col- 
lege success. Esther E. Anderson. New 
York University, Ph.D. thesis 61; N Bus 
Ed Q 31: 6-7 O; Alpha Chapter, Delta Pi 
Epsilon, New York University, Washing- 
ton Square, New York 3, New York. 32 p 
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SHORTHAND (continued) 


The effectiveness of tachistoscopic training in 
collegiate elementary shorthand. Shirley 
Barber. Colorado State College, Ed.D. 
thesis 61; J Bus Ed 37: 157 Ja 

The effects of the teaching of shorthand on 
spelling ability. Otto Kolpack. University 
of Wisconsin, M.S. thesis 61; N Bus Ed Q 
31: 37-38 O 

Electrical engineering terms in Gregg short- 
hand. Roger Segalla. Today’s Sec 64: 49- 
50 Ap 

Enthusiasm builds interest in the notehand 
course. Sarah Pyles. Bus Tchr 39: 7, 20 
Mr 

An experimental study in teaching shorthand 
using tapes, text, and special notebooks. 
Lars G. Crandall. J Bus Ed 37: 201 F 

The experts say. Alfred Patrick. Bus Ed 
Forum 16: 23, 29 Ap 

Factors in shorthand speed building. Wood- 
row W. Baldwin. J Bus Ed 37: 138-39 Ja 

Fill your shorthand bag of tricks. Richard E. 
McDonald. CBEA Bul 19: 5 Ja 

44 shorthand bulletin board ideas. Verda 
Bostrom and others. Alpha Alpha Chapter, 
Delta Pi Epsilon, Colorado State College, 
Greeley, Colorado. 32 p $1.50 

Glocsary and vocabulary booster. See issues 
Today’s Sec 

Gregg notehand for the college bound. Harold 
R. Wertheimer. CEA Y 24: 18-23 

Gregg shorthand simplified puzzle. See issues 
Today’s Sec 

Group D shorthand speed development tapes. 
Gregg. $80 

How effective is your stenographic instruc- 
tion? Robert E. Hoskinson. Bus Ed Forum 
17: 18,24 D 

How we do it: shorthand in the evening 
school. James W. Park. Bus Tchr 39: 27 Ap 

How we teach shorthand in summer school. 
Kathleen H. McDannel. Bus Ed World 
43: 7-8 N 

Increasing dictation rates at intervals of 5 
words a minute gets results in shorthand. 
Evelyn Brobeck. Bus Ed World 42: 20 My 

It’s the teacher up front that counts. James A. 
Hallam. Bus Ed Forum 16: 25, 29 My 

Labor relations terms in Gregg shorthand. 
Robert E. Doherty. Today’s Sec 64: 47- 
48 My 

Let college students write shorthand the first 
ry James W. Park. Bus Ed World 43: 


Let’s integrate English with shorthand and 
typing. Priscilla M. Moulton. Bus Ed World 
43: 27-30 S 

A letter of welcome to beginning stenography 
students. Patricia Milligan. CEA Y 24: 
5-10 

Machine shorthand—a one-year experiment. 
oe W. Anderson. Bal Sheet 44: 54- 

Mailability in the shorthand class. Elfreda 
M. Rusher. Ohio Bus Tchr 22: 26-28, 84 
A 


p 
Make use of an electronic classroom in short- 
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SHORTHAND (continued) 


hand. Barbara Marting. Bal Sheet 43: 249- 
50, 286 F 

Metallurgical engineering terms in Gregg 
shorthand. Peter Baumgartner. Today’s 
Sec 64: 43-44 F 

More letters about . . . Gregg notehand 
Mary A. Winn. Bus Tchr 39: 5 Ap 

More notehand suggestions. Howard L. New- 
house. Bus Tchr 40: 15 N-D 

Music terms in Gregg shorthand. Today’s Sec 
65: 55-56 D 

On the Gregg notehand front. Charles E. 
Zoubek. Bus Tchr 39: 21 My-Je 

On the teaching of beginning Gregg short- 
hand. Audrey Schmidt. CEA Y 24: 11-17 

An organismic approach to typewriting and 
shorthand. Stanley K. Fitch. J Bus Ed 37: 
142-44 Ja 

A picture ... and a letter subject? Gregg 
notehand. Malvine K. Bickerstaff. Bus Tchr 
39: 7 F 

Pitman theory and transcription tests. See 
issues Pitmanite 

Political terms in Gregg shorthand. Sandra 
Friedman. Today’s Sec 65: 63-64 N 

Principles for the development of theory and 
the building of writing skills in first-year 
shorthand. Arnold Condon. Amer Bus Ed 
Y 19: 133-55 

Recommended course content for special 
methods courses in the teaching of type- 
writing and shorthand. John C. Peterson. 
N Bus Ed Q 31: 7-21 D 

Recorded multiple-channel dictation for 
shorthand speed development. Ellen L. 
Lensing. J Bus Ed 37: 339 My 

Refresher course in Gregg shorthand simpli- 
fied. Madeline S. Strony, Claudia Garvey, 
and Howard L. Newhouse. Gregg. 128 p $3 

The relationship between certain psychologi- 
cal tests and other selected factors with 
shorthand achievement. Dorothy O. Taka- 
sugi. University of Southern California, 
M.S. thesis ’61 

Shall we teach grammar in the shorthand 
class? Julia Pennock. Bus Ed Forum 17: 
16-18 O 

Shorthand and the superior student. Alvin B. 
Danielson. Bus Ed Forum 16: 15 Ja 

Shorthand corner. Priscilla M. Moulton. See 
issues Bus Ed World 

Shorthand corner. Richard A. Hoffman. See 
issues Bus Ed World , 

Shorthand dictation labs at the college level 
—Church college of Hawaii. Patricia Z. 
Hanna. Bus Ed World 43: 13S 

Shorthand dictation labs at the college level 
—university of South Florida. C. C. Miller 
and Ernest E. Miller. Bus Ed World 43: 
11-12 S 

Shorthand dictation speed tests. See issues 
Bus Tchr 

Shorthand homework from _ teacher-made 
tapes. Gloria Alcock. J Bus Ed 37: 322-23 


My 
Shorthand learning time must be shortened. 
Eleanor Kane. J Bus Ed 38: 98-99 D 
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SHORTHAND (continued) 


Shorthand speed bulletin boards—by the 
month. Diane Hawes. Bus Ed Forum 16: 
16, 24 F 

Significant implications of research in short- 
hand and transcription. Ruth I. Anderson. 
Amer Bus Ed Y 19: 49-64 

Simplify peripheral learnings in stenography. 
Dorothy H. Schwartz. Bus Ed World 43: 
13-16 N 

A solution to the shorthand drop out prob- 
lem. F. Azalee Johnson. Bal Sheet 43: 297- 
98, 336 Mr 

Some notehand suggestions. Howard L. New- 
house. Bus Tchr 40: 13 S-O 

Space age vocabulary. George A. Wagoner. 
Sec 22: 30-31 Jl 

Special shorthand dictation. Leonard J. Por- 
ter. Bus Tchg Aid S-7. Prentice-Hall. 2 p 
Free 

Status of shorthand in the fully accredited 
high schools of North Dakota. Marvin 
Ehley. University of North Dakota, M.S. 
thesis 61; N Bus Ed Q 31: 23 O 

The status of shorthand instruction in a se- 
lected group of public high schools in 
Arkansas, Kansas, Missouri, and Oklaho- 
ma. June Smith Carpenter. Kansas State 
College of Pittsburg, M.S. thesis °61 

A study of appropriate dictation speeds with 
the use of electronic equipment in the 
teaching of shorthand. Sharon Toner and 
Rita Tucker. University of Wisconsin, 
M.S. thesis 61; N Bus Ed Q 31: 66-67 O 

A study of the relationship between certain 
Radford college students’ ACE scores, 
years of shorthand in high school, and 
achievement in shorthand. Celene H. Sand- 
ers. Virginia Polytechnic Institute, M.S. 
thesis 61; N Bus Ed Q 31: 58 O 

Successful teaching devices for Gregg note- 
hand classes. Angela Hergenroeder and 
others. Bus Tchr 39: 6 My-Je 

Teachers and students need guides in short- 
hand! Helen Chellevold. J Bus Ed 37: 
354 My 

Teaching Gregg shorthand and transcription. 
Samuel W. Dry and Nellie E. Dry. Walch. 
177 p $3 

Teaching the intangibles in shorthand speed 
building. Woodrow W. Baldwin. J Bus Ed 
37: 191-92 F 

Team teaching works in notehand. Ashley C. 
Thomas and Robert C. Rubenow. Bus Ed 
World 43: 18-19 S 

Ten ways to motivate shorthand students. 
Mary M. Brady and Ethel Hale Blackledge. 
Bus Ed World 42: 27-28, 32 Ja 

Tests for Gregg transcription awards. See 
issues Bus Tchr 

This grading plan for speed motivates short- 
hand students. Ellis J. Jones. Bus Ed World 
42: 16-18 Je 

Time-saving devices for the shorthand class. 
yA E. Krumland. Bus Ed Forum 17: 14- 

Tomorrow’s shorthand instruction today. 
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SHORTHAND (continued) 

James M. Thompson. Bus Ed Forum 17: 
5,100 

Transcription achievement of fourth-semester 
shorthand students in selected Catholic 
high schools in the midwest. Sister Mary 
Joanna Barras. University of Wisconsin, 
M.S. thesis 61; N Bus Ed Q 31: 4-5 O 

Transcription in first-year shorthand. Mildred 
E. Reed. Amer Bus Ed Y 19: 156-63 

A trilogy for the teaching of advanced short- 
hand. Patricia Houtz. Amer Bus Ed Y 19: 
212-16 

Utilizing dictation records outside the stenog- 
raphy classroom. A. E. Klein. CEA Y 24: 
39-45 

The value of learning shorthand. A. W. 
Sanders. Bal Sheet 43: 225 Ja 

Warm-up. Charles E. Zoubek. Bus Tchr 39: 
25-26 Ap 

We experimented with machine shorthand. 
John M. Lees. Bus Ed World 42: 15, 34 Je 

We put notehand on trial. Alma Dean. Bus 
Ed World 42: 11-13, 33 Ap; Bus Tchr 40: 
12-13, 31 N-D 

What students say about Gregg notehand— 
unexpurgated comments! Bus Tchr 39: 7 


My-Je 
What’s in a name? Charles E. Zoubek. Bus 
Tchr 39: 21 F 


Where will you go in shorthand and tran- 
scription? Sister M. Therese. Cath Bus Ed 
R 13: 52-57 Spring 

SHULL, Roger 

Relating student information to bookkeeping 

instruction. J Bus Ed 37: 324-25 My 
SHULTZ, John S. 

Teach work measurement! J Bus Ed 38: 12- 

140 
SHULTZ, Kenneth A. 

A study of cooperative office work-experience 
programs in a selected group of secondary 
schools of the state of Pennsylvania for 
1957-58. Temple University, Ed.D. thesis 
61; J Bus Ed 38: 32-33 O; N Bus Ed Q 
31: 60-61 O 

SIERLES, S. 
Slow learner can learn! Clearing House 36: 
361-63 F 
SIMON, Sidney I. 
The law of sales. J Bus Ed 38: 65-68 N 
SIMONS, Harry 
See Karrenbrock, W. E. 
SINGKOFER, Martin D. 

A study of the effectiveness of the overhead 
projector relative to the teaching of book- 
keeping in high school. University of Wis- 
consin, M.S. thesis 61; N Bus Ed Q 31: 
61-62 O 

SISTER M. Emile 

Necessity is the mother of invention. Cath 

Bus Ed R 13: 58-59 Spring 
SISTER M. Muriel 

The need for personality development in 

business education. CEA Y 24: 134-39 
SISTER M. Therese 

Where will you go in shorthand and transcrip- 

tion? Cath Bus Ed R 13: 52-57 Spring 


53 


SISTER Mary Carolyn 

Put practice into office practice—give a per- 

formance test. Bus Ed World 42: 12-14 F 
SISTER’ Mary Corine 

The role of the business education teacher in 

project survival. J Bus Ed 38: 56-57 N 
SISTER Mary Emil 

Educating youth for economic competence. 

Cath Bus Ed R 13: 11-16 Summer 
SISTER Mary of St. Eileen 

Model Miss in Marlboro. Cath Bus Ed R 14: 

33-37 Fall 
SISTER Mary Paulette 

To lease or not to lease? Bal Sheet 44: 154- 

58 D 
SITES, William F. 

The effects of integrating arithmetic instruc- 
tion and drill with first-year, first-semester 
bookkeeping. Ohio State University, M.A. 
thesis 61; Ohio Bus Tchr 22: 65, 84 Ap; 
N Bus Ed Q 31: 62 O 

SKUL, Rudolph 
New building? Re-evaluate your business 
program. Bus Ed Forum 16: 23-24 Mr 
SLATE, Daniel M. 
See Mark, Shelley M. 
SLAUGHTER, Robert E. 

The secretary’s perspective in today’s world. 

Sec 22: 12-14 S 
SLOW learners 

A business education program for slow learn- 
ers in the X high school district. Marie E. 
Hansen. University of Colorado, M.B.E. 
thesis 61; N Bus Ed Q 31: 33-34 O 

Slow learner can learn! S. Sierles. Clearing 
House 36: 361-63 F 

SMITH, Beverly C. 

Electric-manual transition problem. Bus Tchr 

39: 31 Ap 
SMITH, Catherine N. 

An analysis of office management practices 
used in selected law firms. San Jose State 
College, M.A. thesis 61; N Bus Ed Q 31: 
62-63 O 

SMITH, Edward A. 
See Schneider, Arnold E. 
SMITH, Eugene N. 

A study of business education in Seventh- 
Day Adventist academies in the United 
States. University of Tennessee, M.S. thesis 
61; N Bus Ed Q 31: 63-64 O 

SMITH, Frederic F. 

The trend in unemployment since 1946. 

~ + ae State Teachers College, M.S. thesis 


SMITH, Harold H. 
See Sorelle, Rupert P. 
SMITH, LaVerna 
A method of typing for the handicapped. 
Cerebral Palsy Rev, *60, 21 (6), 11-12. 
(See Psychol Abstr; 61, No. 2754) 
SMITH, Sofrona L. 
The first week of advanced typewriting. Bal 
Sheet 43: 227-28 Ja 
Secretarial club builds teamwork. J Bus Ed 
38: 17-18 O 
SMITH, Tommy Lou 
Dynamic teaching of business-economic 
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SMITH, Tommy Lou (continued) 
courses. Bus Ed Forum 17: 21, 32 D 
SMUTZ, Frances 
Cooperative work programs for secondary 
school students. Bus Ed Forum 16: 15, 
0 F 


SNEDEN, Robert W. 

A decade of opportunity for the resourceful 
independent business school. Amer Bus Ed 
17: 152-56 Mr 

SNIDER, Max D. 
See Walters, S. George 
SOMMER, Howard Ellsworth 
Industry’s demands of college graduates in 
the 1960’s. J Bus Ed 37: 332-33 My 
SORELLE, Rupert P., Harold H. Smith, 
Josefina Castiello 
Mecanografia, 2nd ed. Gregg. 80 p $2.75 
SPARLING, William E. 

Contract data processing: a review of the 
history and a critical analysis of the func- 
tions performed by contract data process- 
ing. State University of lowa, Ph.D. thesis 


and 


SPECHT, Joseph 
Duties and personal characteristics of the 
school secretary. New York University, 
Ed.D. thesis ’61 


SPELLING 

Break through those spelling barriers. Doris 
M. Thomas. Bus Ed World 42: 18-19, 
34 F 

The effects of the teaching of shorthand on 
spelling ability. Otto Kolpack. University 
of Wisconsin, M.A. thesis 61; N Bus Ed 
Q 31: 37-38 O 

FBLA speller. See issues Future Bus Leader 

Improvement of spelling, vocabulary, and 
usage. William C. Himstreet. Bus Tchg Aid 
C-8. Prentice-Hall. 2 p Free 

Simplify peripheral learnings in stenography. 
Dorothy H. Schwartz. Bus Ed World 43: 
13-16 N 

Word teasers. E. Lillian Hutchinson. See is- 
sues Today’s Sec 

Words — spelling, pronunciation, definition, 
and application, Sth ed. Doris H. Crank, 
Floyd L. Crank, and Mary E. Connelly. 
Gregg. 240 p $3.36 

SPIDLE, Lillian M. 
See Llewellyn, Howard C. 
SPRENGER, William D. 

A survey of the business programs in a se- 
lected group of junior colleges in the 
United States. Kansas State College of 
Pittsburg, M.S. thesis ’61 

STADEL, Emil J. 

A study of materials and methods in a begin- 
ning typewriting course for adults. Univer- 
sity of North Dakota, M.S. thesis 61; N 
Bus Ed Q 31: 64 O 

STAMPER, Cletus 

The influence of selected factors on the re- 
search activity of faculties of collegiate 
schools of business. Columbia University, 
Ed.D. thesis 
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STANDARDS 

Are classroom tvpewriting standards com- 
patible with office standards? James L. 
Clark. Bus Ed Forum 17: 23 D 

Dissimilarity in shorthand standards. Lars G. 
Crandall and Edward L. Christensen. Bus 
Ed Forum 17: 11-13 O 

Helping students meet office standards in 
transcription. Hazel A. Flood. Bus Ed 
Forum 16: 28-29 Ap 

Research in office standards. Mary Ellen 
Oliverio. Bus Ed Forum 16: 32-33 Mr 

Setting practical standards for machine tran- 
scribers. Alberta Frerichs. Bus Ed Forum 
16: 22-23 F 

Standards for the beginning office worker in 
the business and professional offices of 
Sherman, Texas. Bernice D. Johnson. East 
Texas State College, M.S. thesis 61 

Standards, grading and testing. Doris H. 
Crank. Amer Bus Ed Y 19: 164-83 

Standards of achievement in business educa- 
tion. Donald J. Tate. N Bus Ed Q 30: 66- 


70 My 
Teach work measurement! John S. Schultz. 
J Bus Ed 38: 12-14 O 


Who sets office standards? Irene Place. Bus 
Ed Forum 17: 25-26 O; Part 2. 26-27 N 
STEINFELD, Solomon C. 
See Baron, Harold 
STEINGRABER, Wilbur F. 

Supplemental personal aids for consumer ed- 

ucation. J Bus Ed 37: 287-88 Ap 
STEINHAUSER, Harold 

Is your general business testing program ade- 

quate? Bus Ed Forum 17: 23, 28 N 
STELTER, Gayle A. 

Your school is not too small for an automa- 

tion show. Bus Ed World 42: 22-23 My 
STEWART, Jeffrey R. 

Predicting achievement in bookkeeping. Amer 
Bus Ed 17: 161-62 Mr 

See also Kahn, Gilbert 

STILES, Esther M. 

Dig up that hidden treasure! Bus Ed World 

42: 20, 33 F 
STOCKTON, John R. 

Business statistics, 

642 p $7.75 
STONER, James K. 

The relative value of selected economic con- 
cepts. Bal Sheet 44: 100-104 N 

When is a small retail business successful? 
J Bus Ed 37: 233-36 Mr 

STRAUB, Lura Lynn 

Do you accept the challenge? Bal Sheet 43: 
243 F 

The self-checking test. Bus Tchg Aid A-4. 
Prentice-Hall. 2 p Free 

See also Selden, William 

STRAWN, Weldon L. 
Partners in progress. Bal Sheet 44: 51 O 
STRONG, Earl P. 

A comparative experiment in simplified key- 
board retraining and standard keyboard 
supplementary training. Amer Bus Ed Y 
19: 308-17 


2nd ‘ed. South-Western. 
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and Robert G. Weaver 
Writing for business and industry. Allyn & 
Bacon. 472 p $7.50 
STRONG, Phyllis 
Teaching typewriting to gifted sixth-grade 
pupils. Bus Ed Forum 17: 15-17 N 
STRONY, Madeline S. 
Ask the.experts. See issues Today’s Sec 
Madeline Strony writes from down under. 
Bus Tchr 39: 21 Mr; 21 Ap; 25 My-Je 
Claudia Garvey, and Howard L. Newhouse 
Refresher course in Gregg shorthand simpli- 
fied. Gregg. 128 p $3 
STUBBS, Donald 
Hot-rod typing. Typ News 32: 1 
STURGEON, Joan 
Purpose and motivation? Use your bulletin 
board. Ball State C J 33: 14-15 F 
STUTSMAN, Galen 
National business entrance tests. Advanced 
Mgt-Office Exec 1: 29-30 Jl 
SURVEYS 
Business education in the secondary schools 
of Maine, 1959-60. Sister Mary Monica 
Cook. Catholic University of America, 
M.A. thesis 61; N Bus Ed Q 31: 18 O 
A business survey of Iowa Falls, Iowa, to 
assist in the revision of the high school 
business education curriculum, William D. 
Syhlman. State College of Iowa, M.A. 
thesis *61 
Job survey of El Centro, California. Richard 
McCord Rose. University of Southern 
California, M.S. thesis ’61 
An occupational survey of the business firms 
in Sitka, Alaska, and the related require- 
ments for business education courses at 
the junior college and high school levels. 
Gerald D. Cornwell. Chico State College, 
M.A. thesis 61 
The present status of business education in 
the secondary schools in the Atlantic prov- 
inces of Canada, 1959-60. Sister Mary 
Cecilia Norris. Catholic University of 
America, M.A. thesis 61; N Bus Ed Q 31: 
46-47 O 
A study showing the business education en- 
rolilments, subject offerings, and teacher 
preparation and experience in all high 
schools and ninth grades of 7-9 grade 
junior high schools in the state of Wiscon- 
sin for the year 1960-61. Dorothy G. 
Prokupek. University of Wisconsin, M.S. 
thesis 61; N Bus Ed Q 31: 53-54 O 
Survey local businesses. Ruby B. Knox. Bal 
Sheet 43: 244-46, 288 F 
SUTIN, Arnold 
Remarks concerning an integrated approach 
to the teaching of business law. Cath Bus 
Ed R 13: 32-34 Summer 
SUTTON, Orus R. 
The challenges and opportunities of individ- 
ual differences. Bus Ed Forum 16: 19-20 F 
SWANSON, Robert M. 
Student teaching and other laboratory school 
experiences. NABTE Bul 76: 30-32 
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SWANSON, Robert M. (continued) 
Whither bookkeeping? Bus Ed Forum 16: 18, 
23 F 
SWEET, Morris L. 
See Walters, S. George 
SWINFORD, Basil 

The impact of business education—before 

1962. Ball State CJ 34: 6, 14 N 
SYHLMAN, William D. 

A business survey of Iowa Falls, lowa, to 
assist in the revision of the high school 
business education curriculum. State Col- 
lege of lowa, M.A. thesis 61 

SYMMES, Stowell S. 

Teaching about the role of profits in the 
United States. Newsletter JCEE 10-11, 
140 


TAKASUGI, Dorothy O. 

The relationship between certain psychologi- 
cal tests and other selected factors with 
shorthand achievement. University of 
Southern California, M.S. thesis ’61 

TATE, Donald J. 

Standards of achievement in business educa- 
tion. N Bus Ed Q 30: 66-70 My 
and Lohnie J. Boggs 

Information on office administration and 
business education. J Bus Ed 37: 237- 
38 Mr 

TATICH, Michael 

You ... your car and travel. Today’s Sec 64: 

24, 53 Ap 
TAYLOR, Helen W. 

Determination of tentative objectives and 
evaluation of achievement in first-year 
shorthand in high schools of Georgia. Uni- 
versity of Tennessee, M.S. thesis 61: N 
Bus Ed Q 31: 64-65 O 

TAYLOR, James R. 

Cooperation for better business education 
from the point of view of the businessman. 
New Images for Bus Ed 52-60 

Education for business—serving an expand- 
ing economy. Amer Bus Ed 17: 134-39 Mr 

TAYLOR, Ruth E. 

An inquiry into and an analysis of the de- 
velopment of the four-year collegiate cur- 
riculum in business at Hampton institute. 
New York University, Ed.D. thesis *61; J 
Bus Ed 38: 74 N 

TEACHER education 

An analysis of the professional growth of 
prospective teachers of business education 
during their student teaching experience. 
Elwood B. Sheeder. University of Pitts- 
burgh, Ed.D. thesis 61; J Bus Ed 37: 339 





My 

Application of topics for inclusion in type- 
writing methodolgy. Dale D. Atwood. 
Amer Bus Ed Y 19: 318-24 

Basic content for the student teaching phase 
of business teacher preparation. Geraldine 
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TEACHER education (continued) 

B. Ebert. University of Oklahoma, Ed.D. 
thesis 61; J Bus Ed 37: 251 Mr 
Business teacher preparation for teaching 
economic understandings. Ray G. Price 
and Russell J. Hosler. Bus Ed Forum 16: 

23-24, 34 My 

California attack on business teacher cer- 
tification. Herbert A. Tonne. J Bus Ed 37: 
224-25 Mr 

Characteristics of effective methods courses 
for the distributive subjects. Peter 
Haines. N Bus Ed Q 31: 42-51 D 

Earn a business education master’s degree. 
William Keller. Bal Sheet 44: 128-30 N 

Economic education problems solved at the 
source. John C. Gilliam. Bal Sheet 43: 
340-42, 374 Ap 

The education of teachers in the next dec- 
ade. Paul G. Bulger. NABTE Bul 76: 4-11 

How a conference and a trip improved my 
office practice courses. Gladys Bixby. Bus 
Ed World 42: 25 F 

How busines; teacher education can serve 
the economy with greater effectiveness. 
Dorothy E. Crunk. Amer Bus Ed 17: 
169-72 Mr 

The in-service education needs of the busi- 
ness education supervising teachers in the 
Indiana state teachers college student 
teaching program. Robert T. Hoskinson. 
Ohio State University, Ph.D. thesis °61; 
Ohio Bus Tchr 22: 36-41 Ap; J Bus Ed 
38: 32 O; N Bus Ed Q 31: 34-35 O 

It was worth a year’s education. Caroline 
Beckner. Bus Ed World 43: 25-26, 34 D 

Justification and reappraisal of professional 
courses in business education. John L 
Rowe. N Bus Ed Q 31: 5-6, 64 D 

Methods courses don’t have to be busy-work. 
Jane Lahey. Bus Ed World 42: 28-30 F 

Moving forward in the education of teachers 
for business. NABTE Bulletin 76. John 
L. Rowe, ed. National Business Education 
Association, 1201 Sixteenth Street, N.W., 
Washington 6, D. C. 32 p $1.25 

Recommended content for a special methods 
course in the teaching of social business 
subjects. Wilmer O. Maedke. N Bus Ed Q 
31: 33-41 D 

Recommended course content for a special 
methods course in secretarial, clerical, and 
office practice. William M. Mitchell. N 
Bus Ed Q 31: 52-56 D 

Recommended course content for a special 
methods course in the teaching of book- 
keeping. Dale D. Atwood. N Bus Ed Q 
31: 26-32 D 

Recommended course content for a special 
methods course in the teaching of office 
machines. Elizabeth R. Melson. N Bus Ed 
Q 31: 22-25 D 

Recommended course content for special 
methods courses in the teaching of type- 
writing and shorthand. Jotm C. Peterson. 
N Bus Ed Q 31: 7-21 D 

The relationship between beginning business 
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TEACHER education (continued) 


teachers’ problems and their undergraduate 
professional learning experiences at East 
Carolina college. William H. Durham, Jr. 
Indiana University, Ed.D. thesis °61; J 
Bus Ed 37: 339 My; N Bus Ed Q 31: 
22-23 O 

Selected organization and administration 
practices in business education student 
teaching. Kenton E. Ross. University of 
California at Los Angeles, Ed.D. thesis ’61; 
N Bus Ed Q 31: 57-58 O 

Special methods courses are essential for 
business teacher education. John L. Rowe. 
Coll of Ed Record 47: 130-32 Je 

Student teaching and other laboratory school 
experiences. Robert M. Swanson and oth- 
ers. NABTE Bul 76: 30-32 

A study of the relationship of stated mo- 
tives of students and graduates of Iowa 
state teachers college for selecting business 
education as a major to superior intellec- 
tual ability and reported success on the 
job. Edna P. Grinstead. New York Uni- 
versity, Ed.D. thesis ’61 

Suggested content for professional courses in 
business education. NABTE Bulletin 77. 
John L. Rowe, ed. National Business Edu- 
cation Association, 1201 Sixteenth Street, 
N.W., Washington 6, D. C. 70 p $1.25 

Supervision of student teaching. Dean R. 
Malsbary. N Bus Ed Q 30: 71-76 My 

A survey of business education in selected 
Minnesota high schools in 1959-60 with 
implications for business teacher educa- 
tion. Arthur A. Davis. University of North 
Dakota, M.A. thesis 61; N Bus Ed Q 31: 
20-21 O 

Teacher preparation in economics at Cali- 
fornia state colleges. James G. Marmas. 
Stanford University, Ed.D. thesis ’61 

Thoughts gathered from a business methods 
conference. Mary Lapin. Bus Ed Observer 
34: 7-13 Fall 

An undergraduate course in orientation to 
business education. Dorothy C. Grovom. 
N Bus Ed Q 31: 57-64 D 

Why don’t we show student teachers how 
to teach? Robert A. Schultheis. Bus Ed 
Forum 17: 19, 26 O 

Why not become a temporary secretary? 
Marian J. Collins. Bus Ed World 42: 
15-17 My 

The work experience program for future 
business education teachers. Dale D. At- 
wood. Bus Ed Forum 16: 21-22, 31 Ap 

You the student teacher. Kathryn Petersen. 
J Bus Ed 38: 100-102 D 


TEACHERS 


Action by you is needed now! Lloyd V. 
Douglas. J Bus Ed 38: 6-7 O 

Become a top-notch teacher. Richard D. 
Brown. J Bus Ed 38: 115 D 

Class conflict and the business educator. Ru- 
pert Ederer..Cath Bus Ed R 13: 44-49 
Winter 

Do you accept the challenge? Lura Lynn 
Straub. Bal Sheet 43: 243 F 
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TEACHERS (continued) 

Encouraging professional growth. Milton C. 
Olson. N Bus Ed Q 30: 54-59 My 

Evaluating the teacher in action. D. D. Les- 
senberry. CBEA Bul 19: 14-15 Mr 

Finding out what we want. Mary Virginia 
Moore. Ohio Bus Tchr 22: 15-19, 84 Ap 

The Frederick G. Nichols story, part III: a 
profile of the teacher. William M. Poli- 
shook. Delta Pi Epsilon J 4: 25-32 F 

Gain... or loss? Kansas Bus Tchr 15: 3 My 

How are we classified—teacher or device? 
Betty C. Claxton. Bal Sheet 43: 355-56 Ap 

Just between us. Helen H. Green. See issues 
Bus Ed World 

Leaders must be trained. Agnes M. Kinney. 
Bal Sheet 43: 339 Ap 

No classroom is an island. Helen Graves 
and William Mitchell. Bus Ed Forum 17: 
19 N 

The selection and assignment of staff mem- 
bers. Lloyd V. Douglas. N Bus Ed Q 30: 
48-53 My 

A special message to business education 
teachers. Lloyd Douglas. CBEA Bul 19: 
7-8 Ja 

A study of the salary, teaching load, and 
nonteaching duties of beginning business 
education teachers in a selected group of 
Missouri high schools. Robert L. Zilliox. 
Kansas State College of Pittsburg, M.S. 
thesis 61; N Bus Ed Q 31: 71-72 O 

A survey of business teachers in secondary 
schools of Florida to determine teaching 
difficulties. Lois N. Coleman. Florida State 
University, M.S. thesis *61 

A survey of the characteristics of the teachers 
of business subjects of the northern Cali- 
fornia secondary schools. Edward J. Lea- 
tham. Chico State College, M.A. thesis 61 

A survey to determine the criteria used by 
school superintendents in the state of Min- 
nesota in their selection of business teach- 
ers. Robert R. Lauer. University of North 
Dakota, M.S. thesis 61; N Bus Ed Q 31: 
38-39 O 

The teacher’s importance in freedom. Wesley 
E. Scott. Pitmanite 13 My 

What do business teachers write about? Louis 
C. Nanassy. Bus Tchr 40: 27 S-O 

What is a business teacher? Mary C. Houser. 
Bal Sheet 44: 147 D 

Why not become a temporary secretary? 
Marian J. Collins. Bus Ed World 42: 15- 
17 My 

TEACHING 

Be ye openers of doors. Mary M. Reed. CEA 
Y 24: 1-4 

Business games in the secondary school cur- 
riculum. Shirley A. Dryden. Bus Ed News- 
letter 9: 3, 21 Ap 

The business teacher’s problem clinic. See 
issues Bus Ed 

Business teaching as a career. Future Bus 
Leader 16: 9 Winter 

Competition is the key to student interest. 
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TEACHING (continued) 


George S. Rhodes. Bus Ed World 43: 17, 
29 D 


Daily quotation becomes focal point. Jane 
Manwaring. J Bus Ed 38: 130 D 

Don’t overlook the rapid-fire question tech- 
nique. Robert A. Schultheis. Bus Ed World 
43: 32S 

Excuses! excuses! excuses! excuses! Gunder 
A. Myran. Bus Ed World 43: 32-33 O 

How are we classified—teacher or device? 
Betty C. Claxton. Bal Sheet 43: 355-56 Ap 

The involvement process—a teaching tech- 
nique. B. B. Graves. Coll N & V 16: 
17-18 D 

Magic formula? Audrey Schmidt. Bus Tchr 
40: 17 N-D 

New horizons for the teaching profession. 
Don Davies. NABTE Bul 76: 12-21 

New media and techniques for teaching busi- 
ness subjects. Dean R. Malsbary. Amer 
Bus Ed 17: 196 My 

On stage, teacher! Leonard J. Porter. EBTA 
J 1: 16-17 Fall 

An overdose of mediocrity? Leonard J. Por- 
ter. Bus Ed in Action 1: 8 Fall 

Six guides for successful teaching. Bessie B. 
— P-H Bus Ed Newsletter 12: 3 
Fa 

The use of discussion. S. W. Dry. Ball State 
C J 33: 14-15 My 

Who’s ry’ Richard S. Perry. Bal Sheet 44: 

48S 
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TEACHING aids 


Better bulletin boards. Leonard J. Porter. Bus 
Tchg Aid Y-2. Prentice-Hall. 2 p Free 
The computer as a tool in education. Charles 
R. Scott, Jr. Amer Bus Ed 17: 212-17 My 

Local production of instructional material. 
Ernest Tiemann and Roy Frye. Amer Bus 
Ed 17: 252-55 My 

Materials for economic education. Jane F. 
White. Bus Ed World 43: 27 D 

New materials. See issues J Bus Ed 

Overhead projector plus photocopy machine 
plus blackboard equals better teaching. 
Charles Walejko. Bus Ed World 43: 18- 
19 N 

Progress in closing the materials gap in eco- 
nomic education. L. E. Wagner. Nat Assn 
Sec Sch Prin Bul 46: 100-11 Mr 

Purpose and motivation? use your bulletin 
board. Joan Sturgeon. Ball State C J 33: 
14-15 F 

Shorthand homework from teacher-made 
tapes. Gloria Alcock. J Bus Ed 37: 322-23 


My 

Standards for developing teaching materials 
in economics by industry. Albert L. Ayars. 
J Bus Ed 37: 214 F 

Supplemental personal aids for consumer ed- 
ucation. Wilbur F. Steingraber. J Bus Ed 
37: 287-88 Ap 

A survey of foundations and organizations 
providing materials for use in business and 
economic education. Robert A. Seibel. 
University of Minnesota, M.A. thesis "61 
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TEACHING aids (continued) 
Teach better with cartoons. Peter Yacyk. Bus 
Ed World 43: 20 N 
Teach the use of tables. I. David Satlow. Bal 
Sheet 44: 57-58, 85 O 
Teaching aids. Jane F. White. See issues Bus 
Ed World 
Teaching elementary typewriting through the 
use of a reading instrument. Robert J. 
Ruegg. Amer Bus Ed Y 19: 260-79 
Teaching machine transcription. Tillie Neft. 
J Bus Ed 37: 145-46 Ja 
Using the controlled reader in teaching busi- 
ness subjects. Mrs. Randall M. Kline. 
Amer Bus Ed 17: 207-11, 234 My 
TEACHING machines 
The limitations and assets of teaching ma- 
chines: an appraisal. Carroll V. Newsom. 
EBTA J 1: 4-5, 7 Fall 
A study of teaching machine programming in 
computation of timed cards. Gordon E. 
Rudolph. University of Southern Califor- 
nia, M.S. thesis 61 
Teaching machines. Charles Robinson. J Bus 
‘Ed 37: 158-59 Ja; 204-205 F 
TEAM teaching 
Team learning and related techniques. Vin- 
cent A. Christiani. Amer Bus Ed 17: 239- 
44 My 
Team teaching can help in smaller classes, 
too. Marion Wood. Bus Ed World 43: 30- 
31 0 
Team teaching in typewriting. Louise C. Berg- 
ner. Amer Bus Ed 17: 249-51 My 
Team teaching in typing. Pauline Tedesco. J 
Bus Ed 38: 10-11 O 
Team teaching—social studies and business. 
Julius Menacker. J Bus Ed 38: 103-104 D 
Team teaching—some experimental results. 
Pauline Tedesco. Amer Bus Ed 17: 245- 
48 My 
Team teaching works in notehand. Ashley C. 
Thomas and Robert C. Rubenow. Bus Ed 
World 43: 18-19 S 
TEDESCO, Eleanor 
Past and present thoughts about financing 
vocational education. Delta Pi Epsilon J 
5: 19-27 N 
TEDESCO, Pauline 
Team teaching in typing. J Bus Ed 38: 10- 
11 O 


Team teaching—some experimental results. 

Amer Bus Ed 17: 245-48 My 
TELEVISION 

Average classroom can use television. Kansas 
Bus Tchr 16: 5-6, 10 O 

Economics on TV a reality. Newsletter JCEE 
1-2 O 

Effective uses, problems, and potentials of 
educational television in the business de- 
partment. Waunita B. Norman. Bus Ed 
Newsletter 10: 4-7 S 

First-year typewriting via television. Dennis 
E. Roley. Bal Sheet 44: 63-64 My 

New horizons for educational television. 
Charles Robinson. J Bus Ed 38: 120-21 D 

Teaching introduction to business by closed- 
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TELEVISION (continued) 
circuit television. Harold M. McGrath. 
Amer Bus Ed 17: 235-38 My 
Teaching the skill subjects by television. 
Harriet H. Withers. Amer Bus Ed 17: 227- 
34 My 
Teaching typewriting via television. Chester 
Johnston. Bus Ed Forum 17: 12-13 N 
TENNYSON, W. Wesley and Donald H. Blocher 
Career development. Bus Ed Forum 16: 7-10 
A 


p 
TERRY, Donald R. 

Public education’s newest challenge—the 
menace of economic illiteracy. Ohio Sch 
40: 6-7 D 

TERRY, George R. 

Office management and control, 4th ed. Irwin. 

785 p $7.95 
TESTING 

Bookkeeping test. See issues Bus Tchr 

Construction of three-minute and five-minute 
speed tests at speed levels ranging from 
100 to 140 words a minute. Doris S. Scates. 
University of Tennessee, M.S. thesis 61; 
N Bus Ed Q 31: 58-59 O 

Evaluate with multiple-choice items and 
problems. Robert M. Johnston. Bus Ed 
Forum 17: 22, 28 N 

Is your general business testing program ade- 
quate? Harold Steinhauser. Bus Ed Forum 
17: 23, 28 N 

Item writing for business law tests. George 
Getz. CEA Y 24: 125-33 

Mailable transcription tests. Leonard J. Por- 
ter. Bus Tchg Aid S-6. Prentice-Hall. 2 p 
Free 

National business entrance tests. Galen Stuts- 
man. Advanced Megt-Office Exec 1: 29- 
30 Ji 

Pitman theory and transcription tests. See 
issues Pitmanite 

The self-checking test. Lura Lynn Straub. 
Bus Tchg Aid A-4. Prentice-Hall. 2 p Free 

Shorthand dictation speed tests. See issues 


Bus Tchr 
Standards, grading and testing. Doris H. 
Crank. Amer Bus Ed Y 19: 164-83 


A study of the types of written tests given 
secretarial, stenographic, and clerical ap- 
plicants in the Joplin, Missouri, area. Wi- 
nona L. Crampton. Kansas State College 
of Pittsburg, M.S. thesis 61; N Bus Ed Q 
31: 19-20 O 

Tests for Gregg filing awards. See issues Bus 
Tchr 

Tests for Gregg transcription awards. See is- 
sues Bus Tchr 

This grading plan for typing evaluates and 
motivates. Bill G. Rainey. Bus Ed World 
42: 21-22 F 

The validity of an aptitude test for record- 
keeping and bookkeeping. Oscar Jehu Byrn- 
side. Virginia Polytechnic Institute, M.S. 
thesis 61; N.Bus Ed Q 31: 13-14 0 

THAL, Helen M. 

Using role playing in teaching family fi- 

nance. Topics 11: 1-4 Fall ’61 
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THOMAS, Ashley C. and Robert C. Rubenow 

Team teaching works in notehand. Bus 
World 43: 18-19 S 

THOMAS, Doris M. 

Break through those spelling barriers. Bus 

Ed World 42: 18-19, 34 F 
THOMPSON, James M. 

Tomorrow’s shorthand instruction today. Bus 

Ed Forum 17: 5, 100 
THOMPSON, Lois Adele 

Office service employment for women college 
graduates in metropolitan Oklahoma City. 
University of Oklahoma, Ed.D. thesis °61; 
J Bus Ed 37: 294 Ap; N Bus Ed Q 31: 
65-66 O 

THOMPSON, Robert J. 

Raw data for business data processing. Bus 

Ed Forum 16:12-14 F 
THORNE, Marian H. 

Teach bank statement reconciliation realisti- 
cally. Bus Ed World 43: 23, 41 N 

Trends affecting the secretarial profession. 
Amer Bus Ed Y 19: 377-82 

TIEMANN, Ernest and Roy Frye 

Local production of instructional material. 

Amer Bus Ed 17: 252-55 My 
TOAN, Arthur B., Jr. 

Data processing, accounting and business 

administration. J Accy 114: 43-49 N 
TONER, Sharon and Rita Tucker 

A study of appropriate dictation speeds with 
the use of electronic equipment in the 
teaching of shorthand. University of Wis- 
consin, M.S. thesis °61; N Bus Ed Q 31: 
66-67 O 

TONNE, Herbert A. 

California attack on business teacher certifi- 
cation. J Bus Ed 37: 224-25 Mr 

A classroom experiment. J Bus Ed 37: 320- 
21 My 

Convention drivel and trivia. J Bus Ed 38: 

-9O 

History and status of administration and su- 
pervision in business education. N Bus Ed 
Q 30: 11-17 My 

A scatteration of yakking re nostra lingo. 
J Bus Ed 37: 134 Ja 

Too many captains in economic education! 
J Bus Ed 37: 180-81 F 

The use and abuse of committees. J Bus Ed 
38: 94-95 D 

Vocational retraining. J Bus Ed 38: 52-53 N 

The waste of youth in lack of jobs. J Bus Ed 
37: 276-77 Ap 

TOOTLE, John C. 

Typewriting in the written communication 
activities of the fifth grade. Ohio State Uni- 
versity, Ph.D. thesis 61; N Bus Ed Q 31: 
67-68 O 

TOUPIN, Harold 
See Benson, Loren L. 
TOWNSEND, David 

The premises of higher education in business 

administration. Coll N & V 16: 19-23 D 
TRANSCRIPTION 

Advanced shorthand and transcription—a de- 
velopmental approach. Dorothy Gasman. 
CEA Y 24: 24-32 
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TRANSCRIPTION (continued) 

Advanced shorthand transcription: a second- 
year program. Roscoe J. Allen. Amer Bus 
Ed Y 19: 184-211 

An analysis of transcription errors reported 
by selected employers of the 1955-59 grad- 
uates of the stenographic curriculum of 
Seton high school, Baltimore, Maryland. 
Sister Ann Regis Scheve. Catholic Univer- 
sity of America, M.A. thesis *61 

An annotated bibliography of selected re- 
searches dealing with methods of teaching 
and materials for instruction in shorthand 
and transcription, January 1, 1946-Decem- 
ber 31, 1957. Mary Nell Wilkes. University 
of Colorado, M.B.E. thesis 61; N Bus Ed 
Q 31: 700 

Beginning shorthand students enjoy transcrip- 
tion—at the typewriter. D. Howard Back- 
lund. J Bus Ed 37: 227-28 Mr 

A comprehensive analysis and synthesis of 
research and thought pertaining to short- 
hand and transcription, 1946-57. Inez 
Frink. Indiana University, Ed.D. thesis 61; 
N Bus Ed Q 31: 26-27 O 

Developing the concept of mailability. John 
L. Rowe. EBTA J 1: 14-15, 30 Fall 

Erasing—the foremost transcription problem. 
Don Jester. Bus Ed Forum 17: 15-16 O 

Helping students meet office standards in 
transcription. Hazel A. Flood. Bus Ed 
Forum 16: 28-29 Ap 

Mailable transcription tests. Leonard J. Por- 
ter. Bus Tchg Aid S-6. Prentice-Hall. 2 p 
Free 

The operation breakdown. Elizabeth T. Van 
Derveer. CEA Y 24: 89-96 

Pitman theory and transcription tests. See 
issues Pitmanite 

Production transcription. Helen Reynolds. 
CEA Y 24: 33-38 

Setting practical standards for machine tran- 
scribers. Alberta Frerichs. Bus Ed Forum 
16: 22-23 F 

Significant implications of research in short- 
hand and transcription. Ruth I. Anderson. 
Amer Bus Ed Y 19: 49-64 

Snowed under by transcription? Stanford D. 
DeMille. Bal Sheet 43: 205-206 Ja 

Teaching Gregg shorthand and transcription. 
Samuel W. Dry and Nellie E. Dry. Walch. 
177 p $3 

Teaching machine transcription. Tillie Neft. 
J Bus Ed 37: 145-46 Ja | 

Tests for Gregg transcription awards. See is- 
sues Bus Tchr 

Timed writings for typing and transcribing. 
Katherine Humphrey, Allie D. Lambert, 
and Howard L. Newhouse. Gregg. 96 p 
$2.20 

Transcribing speed practice. See issues To- 
day’s Sec 

Transcription achievement of fourth-semester 
shorthand students in selected Catholic 
high schools in the midwest. Sister Mary 
Joanna Barras. University of Wisconsin, 
M.S. thesis 61; N Bus Ed Q 31: 4-5 O 

Transcription corner. See issues Today’s Sec 
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TRANSCRIPTION (continued) 
Transcription in first-year shorthand. Mildred 
E. Reed. Amer Bus Ed Y 19: 156-63 
Transcription is easy to teach. Anthony R. 
Wideman. Bus Ed World 43: 18-19 D 
Transcription teachers: try this one-grade 
system. Helen M. Chase. Bus Ed World 
43: 20-21 S 
Transcription unlimited. Robert E. Hoffman. 
Bal Sheet 43: 398-99 My 
We can improve transcription by learning 
how the transcriber’s time is split up. Don 
Jester. Bus Ed World 42: 12-15 Ja 
We can improve transcription by smoothing 
the road for transcribers of varying abili- 
ties. Alice M. Bamford. Bus Ed World 42: 
15-17 Ja 
We can improve transcription by testing for 
transcription readiness. Ruthetta Krause. 
Bus Ed World 42: 8-12 Ja 
We can improve transcription by using dic- 
tating machine manufacturers’ teaching 
aids. Raymond Hamilton. Bus Ed World 
42: 18-23 Ja 
We rent our dictation-transcription equip- 
ment. Margaret B. Lotz. Bus Ed World 43: 
18-19 O 
We should increase transcription speed. Par- 
ker Liles. Bus Ed World 42: 12-14, 34 Je 
Where will you go in shorthand and tran- 
scription? Sister M. Therese. Cath Bus Ed 
R 13: 52-57 Spring 
You can build your own dictation-transcrip- 
tion booths. Richard G. Shaffer. Bus Ed 
World 43: 20 O 
TRAVIS, Dorothy L. 
Study skills applied to typewriting. Bus Ed 
Forum 17: 7-9 N 
Typewriting and the superior student. Bus Ed 
Forum 16: 15-16 Ja 
See also Gregg, John R. 
TRIBBEY, Walter J. 
What is office education? Bal Sheet 44: 164, 
192 D 
TUCKER, Rita 
See Toner, Sharon 
TURILLE, Stephen J. 
General business in the secondary school 
program. Bal Sheet 44: 61-62, 82 O 
TUSSING, Robert T. 
-Consideration of the place of EDP in the 
college curriculum. Coll N & V 16: 5-8 D 
TWADDLE, Evelyn J. 
Analysis of the work experience education 
program at Shasta college for the years 


1957, 1958, 1959. University of Nevada, 
M.A. thesis 61 
TWISS, Ruth M. 
See Huffman, Harry 
TYPEWRITING 
Addressing labels. Jack L. Macaulay. Typ 
News 32: 6 


Advanced typewriting and the CPS examina- 
tion. Sister M. Alexius Wagner. Bus Ed 
Forum 16: 24 Ap 

All our students type on electrics all year. 
_— L. Fidler. Bus Ed World 42: 20- 

1 Je 
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TYPEWRITING (continued) 

An analysis of criteria used by a selected 
group of Kansas high school teachers for 
determining marks for the first grading 
period in beginning typewriting. Elmer G 
Geller. Kansas State College of Pittsburg, 
M.S. thesis *61 

Application of topics for inclusion in type- 
writing methodology. Dale D. Atwood. 
Amer Bus Ed Y 19: 318-24 

Applied personal uses of typewriting by high 
school seniors and adults. Carmella E. 
Nuccio. Ohio State University, M.A. 
thesis ‘61; Ohio Bus Tchr 22: 69-70 Ap; 
N Bus Ed Q 31: 47-48 O 

Are classroom typewriting standards com- 
patible with office standards? James L. 
Clark. Bus Ed Forum 17: 23 D 

-— typing. Nathan Krevolin. Pitman. 30 p 

.60 


Artyping. Julius Nelson. See issues J Bus Ed 

Ask the experts. Alan C. Lloyd. See issues 
Today’s Sec 

Basic typewriting. Theodore Woodward and 
Eugenia Moseley. Amer Bus Ed Y 19: 
231-59 

Better typewriting instruction in Kansas 
schools. Bus Ed Newsletter 10: 11-12 D 

A boost for advanced typewriting. Vernon A. 
Magnesen. J Bus Ed 37: 231-32 Mr 

Business communication and_ typewriting. 
Wayne M. Baty. Wadsworth. 224 p $3.95 

The chalkboard presentation. Marion Wood. 
Bus Ed World 42: 38 My 

Championship teaching in _ typewriting. 
Charles H. Duncan. Bus Ed Forum 17: 
19,24 D 

College students take a look at typewriting. 
Doris E. Nelson. Bus Ed World 43: 7-9 S 

A comparative experiment in simplified key- 
board retraining and standard keyboard 
supplementary training. Earl P. Strong. 
Amer Bus Ed Y 19: 308-17 

A comparative study of the lesson experi- 
ences offered students in three typewriting 
textbooks with the duties of a clerk-typist 
in the federal civil service. Maloyd Earl 
Jones. Tennessee A & I State University, 
M.S. thesis ’61 

A comparison of beginning B8 typing pupils 
in mixed classes of eighth and ninth grade 
pupils with a class composed entirely of 
B8 pupils. Howard N. Haddcck. Univer- 
sity of Southern California, M.S. thesis 61 

Comparison of performance on manual and 
electric typewriters. Robert C. Droege and 
Beatrice M. Hill. J Appl Psychol 45: 268- 
70 ’61 

A comparison of personal typewriting on the 
junior and senior high school levels. Wil- 
bur C. Hyde. Kansas State College of 
Pittsburg, M.S. thesis 61; N Bus Ed Q 
31: 35-36 O 

A comparison of two methods of teaching 
typewriting. Phillip J. Rulon and W. Doug- 
las Brooks. USN Train. Dev. Cent. Tech. 
Rep., Ja °60, No. 294-1. (See Psychol 
Abstr, 61, 35, No. 2703) 
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TYPEWRITING (continued) 


Competent typing test. See issues Today’s Sec 

Creativity in typewriting teaching methodol- 
ogy applied to selected physically handi- 
capped students. Vernon Knute Espeseth. 
University of North Dakota, M.S. thesis 
61; N Bus Ed Q 31: 240 

Devices for teaching typewriting in high 
school. Mary Jean Lowe. University of 
Tennessee, M.S. thesis "61; N Bus Ed Q 
31: 40-41 O 

Dictation with typewriting can be interesting, 
meaningful, and effective. Frank E. Li- 
guori. Bal Sheet 43: 198-202 Ja 

Dig up that hidden treasure! Esther M. Stiles. 
Bus Ed World 42: 20, 33 F 

Dramatize your typing instruction! E. A. 
Patchen. Bus Ed World 43: 15-16, 32 D 

EDL typing homework series. Robert J. 
Ruegg. Educ Dev Lab. Student kit, 38 p 
$1.50; Teacher’s manual, 42 p $1.50 

EDL typing keyboard introduction course, 
2nd ed. Robert J. Ruegg. Educ Dev Lab. 
Student’s manual, 81 p $1; Teacher’s man- 
ual, 91 p $1.20 

Effective typewriting drills. Mary E. Con- 
nelly. Bus Tchg Aid T-18. Prentice-Hall. 
2 p Free 

The effectiveness of a correlated English- 
typewriting program at West End high 
school, Fayetteville, Tennessee. Margaret 
D. Curtis. Tennessee A & I State Univer- 
sity, M.S. thesis ’61 

8th grade typing needn’t be a frill course. 
Bernice O. Erickson. Bus Ed World 43: 
17, 40 N 

Electric-manual transition re Beverly 
C. Smith. Bus Tchr 39: 31 

Electric portable typewriter = an instruc- 
tional tool in fourth grade language arts. 
Jack Yuen and others. Elementary Eng- 
lish 39: 101-108 F 

Electric typewriters can be justified. Robert 
E. Wiper. Bal Sheet 44: 108-11, 140 N 

Electric typing. Marion Wood. See issues Bus 
Ed World 

Enrich advanced typing classes with an or- 
ganized practice set. Loretta DeMino. Typ 
News 32: 7 

An experiment in the use of the skill-builder 
controlled reader in beginning typewriting 
at the secondary level. Mrs. Randall Miller 
Kline. Ohio Bus Tchr 22: 59-60, 82 Ap; 
J Bus Ed 38: 74 N 

The expert typing teacher. Louis C. Nanas- 
sy. P-H Bus Ed Newsletter 12: 1 Fall 

The first week of advanced typewriting. Sof- 
rona L. Smith. Bal Sheet 43: 227-28 Ja 

First-year typewriting via television. Dennis 
E. Roley. Bal Sheet 44: 63-64 My 

Five ways to make typing drills more effec- 
tive. Alan C. Lloyd. Bus Tchr 39: 31 F 

Fundamental considerations for successful 
typewriting instruction. T. James Craw- 
ford. Bus Ed Forum 17: 20, 28 O 

Gay nineties typing in the space age! Mar- 
garet Milligan. J Bus Ed 37: 296-97 Ap 

Gregg typing/191 series. John L. Rowe, Alan 
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TYPEWRITING (continued) 


C. Lloyd, and Fred E. Winger. Gregg. 288 
p $3.84 
Gregg typing picture posters, personal typing 
series. Gregg. $14.95 
Handbook for typists, 2nd ed. Jack Gross- 
man and Sherwood Friedman. Pitman. 72 
6 


p $. 

Handling problem work in typewriting. Gor- 
don F. Culver. J Bus Ed 37: 147-48 Ja 
Hot-rod typing. Donald Stubbs. Typ News 

32: 1 


How we teach our students to care for their 
typewriters. Violet F. Boggess. Typ News 
32: 4, 6 

Improving the setting for instruction in type- 
— Harves Rahe. Bus Ed Forum 17: 
5 

Improving your teaching of typewriting. 
Louis C. Nanassy. Bus Ed Forum 16: 26- 
27 My 

In HE of timed writings. E. A. Patchen. 
Bal Sheet 44: 159, 179 D 

In the jet age: technical typing. Today’s Sec 
64: 26, 56 F 

Incidental learning of formal grammar in 
advanced typewriting classes. Stanley K. 
Fitch. University of Southern California, 
Ed.D. thesis 61; J Bus Ed 38: 116 D 

Integrated typewriting. Mabel Claire Conley. 
Bal Sheet 43: 251-52, 286 F 

Learn to type in seven hours. Russell Paulsen. 
J Bus Ed 37: 326 My 

Learning grammar in advanced typewriting. 
Stanley K. Fitch. J Bus Ed 38: 61-62 N 

Let’s integrate English with shorthand and 
typing. Priscilla M. Moulton. Bus Ed 
World 43: 27-30 S 

Manual vs. electronic typewriters tor begin- 
ning classes. Darrell V. Burras and Verda 
K. Jackson. CBEA Bul 19: 6, 9 Mr 

Mastering the top row with audio-visual aids. 
Virginia F. Altieri. Bus Ed World 43: 26- 
28, 37 O 

Mecanografia, 2nd ed. Rupert P. Sorelle, 
Harold H. Smith, and Josefina Castiello. 
Gregg. 80 p $2.75 

Medical typing practice. Kathleen Root and 
Edward E. Byers. Gregg. 80 p $2.50 

Memo: to the beginning typing teacher. 
Fletcher L. White, Jr. Bus Ed World 42: 
21 My 

A method of typing for the handicapped. 
LaVerna Smith. Cerebral Palsy Rev, 60, 
21 (6), 11-12. (See Psychol Abstr 61, No. 
2754) 


Modern basic typewriting, 2nd ed. Wesley E. 
Scott, William F. Hamilton, and Arthur 
Hertzfeld. Pitman. 112 p $2.80 

The modern look in business letter arrange- 
ment. Edward A. Perkins, Jr. and Robert 
E. Wiper. Bus Tchr 39: 5 My-Je 

Modern typewriting practice, 3rd ed. Ger- 
trude Altholz. Pitman. 352 p $3.96 

A modification of the ten-minute cycle in 
typewriting. Joseph B. Cleary. J Bus Ed 
38: 42 O 

Motivate the typewriting student. Ned E. 
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TYPEWRITING (continued) 
Yingst. Typ News 32: 2-3 

Motivating and sustaining interest in junior 
high school typing. Nathan Krevolin. Bus 
Tchg Aid T-16. Prentice-Hall. 2 p Free 

Motivating the superior typing student. Ruth 
I. Anderson. Bus Tchg Aid T-11. Prentice- 
Hall. 2 p Free 

Necessity is the mother of invention. Sister 
M. Emile. Cath Bus Ed R 13: 58-59 Spring 

An organismic approach to typewriting and 
shorthand. Stanley K. Fitch. J Bus Ed 37: 
142-44 Ja 

The pentad plan for typewriting. Grady N. 
Kimbrell. J Bus Ed 37: 329-31 My 

Photograph your typing class in color. Jim- 
mie D. Morris. J Bus Ed 38: 96-97 D 

Placement test for typewriting. D. D. Lessen- 
berry, T. James Crawford, and Lawrence 
W. Erickson. South-Western. $.20 (pkg. 
10) 

A plan to provide for individual differences 
by proficiency grouping in beginning type- 
writing classes. Elnora D. Krause. Arizona 
State University, M.A. thesis 

The portable typewriter as a tool of learning 
in the fifth grade of an elementary school. 
Cletus Clow. Columbia University, Ed.D. 
thesis *61 

Problem students in typewriting. Louis C. 
Nanassy. Bus Tchg Aid T-13. Prentice- 
Hall. 2 p Free 

Programmed instruction for basic typewrit- 
ing. Janet Kleinmeyer. Amer Bus Ed Y 
19: 280-84 

Psychological foundations of metor skill 
building as applied to typewriting. John L. 
Rowe. Amer Bus Ed Y 19: 285-307 

PWAM? A-ok! Edward A. Perkins, Jr. Bus 
Tchr 39: 31 My-Je 

Quality production in typing. Leonard J. 
Porter. P-H Bus Ed Newsletter 12: 4 Fall 

The recommended course content for a spe- 
cial methods course in the teaching of 
typewriting. John C. Peterson. Coll of Ed 
Record 47: 137-44 Je 

Recommended course content for special 
methods courses in the teaching of type- 
writing and shorthand. John C. Peterson. 
N Bus Ed Q 31: 7-21 D 

Records and filmstrip guide for Gregg typ- 
ing/191 series. John L. Rowe, Alan C. 
Lloyd, and Fred E. Winger. Gregg. 20 
records $65 

Records—20th century typewriting, 8th ed. 
South-Western. $40 

Relative importance of visual and auditory 
feedback in speed typewriting. M. J. Diehl 
and R. Seibel. J Ap Psychol 46: 365-69 O 

A review of literature and a study related to 
the development of usable typewriting skill. 
Mary Fleming Craig. University of Wis- 
consin, M.S. thesis 61; N Bus Ed Q 31: 
19 O 

Right-hand drills—when needed. Evelyn 
Cash. Typ News 32: 8 

Selected major issues in the teaching of first- 
year typewriting. Jimmie D. Morris. Uni- 
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TYPEWRITING (continued) 


versity of North Dakota, Ed.D. thesis °61; 
J Bus Ed 37: 251 Mr; N Bus Ed Q 31: 
450 

Selectrics for beginners? Joan Marcille Bar- 
tholomew. Bal Sheet 44: 59-60, 95 O 

Self-assurance can often be success insur- 
ance. Mary Witherow. Bus Ed World 42: 
9 My 

Self-evaluation in typewriting. Leonard J. 
Porter. Bus Tchg Aid T-17. Prentice-Hall. 
2 p Free 

She’s diploma-bound—in a wheelchair. Opal 
Heatherly. Bus Ed World 42: 18 Ap 

Significant implications of research in type- 
writing. Anthony W. Hantjis. Amer Bus Ed 
Y 19: 65-91 

Some guides to increasing accuracy and con- 
trolled speed in teaching typing technique. 
Nathaniel Shaw and Eleanore H. Shaw. 
CEA Y 24: 58-64 

Some teaching suggestions for the selectric. 
Marion Wood. Bus Ed World 42: 34 Ja 

Speed versus accuracy in typewriting. Jack 
Grossman. New York Society for the Ex- 
perimental Study of Education Yearbook 
17-21 ’61. 110 Livingston Street, Brooklyn 
1, New York 

A study of materials and methods in a begin- 
ning typewriting course for adults. Emil J. 
Stadel. University of North Dakota, M.S. 
thesis °61; N Bus Ed Q 31: 640 

A study of the effect of music in the typewrit- 
ing classroom. King D. Felton. University 
of Southern California, M.S. thesis 61 

A study of the personal typewriting course at 
West junior high school, Duluth, Minne- 
sota. Mildred Potocnik. University of 
Minnesota, M.A. thesis 61; N Bus Ed Q 
31: 51-52 O 

Study skills applied to typewriting. Dorothy 
Travis. Bus Ed Forum 17: 7-9 N 

Suggestions when teaching addressing of en- 
velopes. Mary M. Clark. Typ News 32: 1 

A survey of students’ opinions regarding 
typewriting courses in college and offer- 
ings of typewriting courses in Minnesota 
colleges. Doris E. Nelson. University of 
Minnesota, M.A. thesis 61; N Bus Ed Q 
31: 45-46 O 

Tapes—20th century typewriting, 8th ed. 
South-Western. $40 

Teach clerical students to typewrite tabu- 
lated material. Mina M. Johnson. Bus Ed 
Forum 16: 29, 33 Mr 

Teach composing at the typewriter. Dwayne 
Schramm. Bal Sheet 43: 355-56 Ap 

Teach more of less in typewriting. Philip S. 
Pepe. Bus Ed Forum 16: 17, 20 F 

Teach yourself to type. Wesley E. Scott, 
William F. Hamilton, and Arthur Hertz- 
feld. Pitman. 98 p $1.95 

Teaching elementary typewriting through the 
use of a reading instrument. Robert J. 
Ruegg. Amer Bus Ed Y 19: 260-79 

Teaching the top row. Jack L. Nelson. Typ 
News 32: 2, 8 

Teaching the transition to the electric type- 


T. 
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writer. Barbara Bliss. Typ News 32: 8 

Teaching typewriting to gifted seventh-grade 
pupils. Marion Wood. Bus Ed Forum 17: 
14-15 N 

Teaching typewriting to gifted sixth-grade 
pupils. Phyllis Strong. Bus Ed Forum 17: 
15-17 ‘N 

Teaching typewriting via television. Chester 
Johnston. Bus Ed Forum 17: 12-13 N 

Team teaching can help in smaller classes, 
too. Marion Wood. Bus Ed World 43: 30- 
31 0 

Team teaching in typewriting. Louise C. 
Bergner. Amer Bus Ed 17: 249-51 My 

Team teaching in typing. Pauline Tedesco. 
J Bus Ed 38: 10-11 O 

Ten musts for advanced typewriting. John C. 
Peterson. Bus Ed Forum 17: 7-9 N 

Ten tips from top typists. Future Bus Leader 
16: 4-5 Spring 

Ten ways to improve typing via seating ar- 
rangements. Alan C. Lloyd. Bus Tchr 40: 
31 S-O 

This grading plan for typing evaluates and 
motivates. Bill G. Rainey. Bus Ed World 
42: 21-22 F 

Three checkpoints for your typing classroom 
furniture. Alan C. Lloyd. Bus Tchr 40: 
39 N-D 

Timed writings for typing and transcribing. 
Katherine Humphrey, Allie D. Lambert, 
and Howard L. Newhouse. Gregg. 96 p 
$2.20 

To figure your own production word counts. 
Alan C. Lloyd. Bus Tchr 39: 31 Mr 

Tomorrow's typewriting laboratory today. 
Fred S. Cook. Amer Bus Ed 17: 202-206, 
226 My 

20th century typewriting, 8th ed. D. D. Les- 
senberry, T. James Crawford, and Law- 
rence W. Erickson. South-Western. 373 p 
$3.80 

The 25-word approach to the typewriter key- 
board. Frank P. Donnelly. CEA Y 24: 
53-57 

Type, think, and be well trained. Mary With- 
erow. Typ News 32: 2 

Typewriter mystery game. Julius Nelson. See 
issues J Bus Ed 

Typewriters are for typing. Today’s Sec 65: 
44-46, 81 S 

Typewriting and the superior student. Doro- 
thy Travis. Bus Ed Forum 16: 15-16 Ja 

Typewriting contests—past and present. 
Leonard J. Porter. Bus Tchg Aid T-1S. 
Prentice-Hall. 2 p Free 

Typewriting for business and personal use. 
Helen Reynolds. Bus Ed Forum 16: 27, 
31 Mr 

Typewriting for business education depart- 
ments in Pennsylvania’s public schools. 
Bulletin 275, Department of Public In- 
struction, Harrisburg, Pennsylvania. 78 p 
$.50 

Typewriting in the written communication 

activities of the first grade. John C. Tootle. 
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Ohio State University, Ph.D. thesis 61; 
N Bus Ed Q 31: 67-68 O 

A typewriting motivational device for indi- 
vidual differences. Jack Kenny and Ruth 
V. Bane. Typ News 32: 1 

Typewriting, 1958-1961 in review. Bill G. 
Rainey. J Bus Ed 37: 247-49 Mr; 291-93 
Ap; 335-38 My 

Typing at Shelby junior high school. H. T. 
Bryson. Nat Assn Sec Sch Prin Bul 46: 
131-32 O 

Typing can be fun. Glenn D. Downing. J Bus 
Ed 37: 185-86 F 

Typing carbon copies. Leonard J. Porter. Bus 
Tchg Aid T-12. Prentice-Hall. 2 p Free 

Typing speed builders. Mary E. Connelly and 
on J. Porter. Prentice-Hall. 60 p 

1.52 

A typing test and its investigation. M. R. 
Moore. J Nat Inst Personnel Res, Johan- 
nesburg, °60, 8, 137-41. (See Phychol 
Abstr, 61, No. 5384) 

Using practice sets for advanced typewriting. 
Andrew J. Malahan. Bal Sheet 44: 9-11, 
44§ 

The value of learning typewriting. Arthur W. 
Sanders. Bus Tchg Aid T-14. Prentice-Hall. 
2 p Free 

Variable line writing encourages typing stu- 
dents. Robert L. Grubbs. Bus Ed World 
42: 22-23, 33 Je 

Wall-chart method versus sight method of 
teaching the typewriter keyboard. Paul 
Russell Cary. Illinois State Normal Uni- 
versity, M.S. thesis 61; N Bus Ed Q 31: 
14-15 O 

We experimented with grouped _ typing 
classes. Marita Kasper and Mary Brady. 
Bus Ed World 43: 25-26, 37 S 

What elementary school typing means to the 
high school teacher. Frances E. Merrill. 
Bus Ed World 42: 16-17, 32 F 

What to remember in grading first-year type- 
writing. Virginia L. Hatch. Bus Ed World 
43: 33 N 

Who's underdeveloped? Phyllis Morrison. 
Bus Ed World 42: 19 Je 


ULLRICH, Rosemary E. 


Guideposts to secretarial excellence. Sec 22: 
10-11, 23 Je 


V 


VAN DERVEER, Elizabeth T. 


Educational trends affect business curriculum. 
Inter Rev for Bus Ed 60: 14-18 N 
The operation breakdown. CEA Y 24: 89-96 
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VAN MOL, Louis J. 

Management looks at the CPS program. Sec 
22-23 D 

What does management expect of a secre- 
tary? Sec 22: 16-18 Ap 

VAN VOORHIS, Robert H., Clarence L. Dunn, 
and Fritz A. McCameron 

Using accounting in business. Wadsworth. 
480 p $7.50 

VAN WAGENEN, R. C. 

The new role of distributive education. Bus 

Ed Forum 17: 24, 27 O; Part 2. 24-25 N 
VAUGHAN, J. L. 

The executive and the liberal arts: another 
fad or the real thing? Coll N & V 15: 
13-15 Mr 

VAUGHN, Ronald L. 
The school bank. Bal Sheet 44: 15-16 S 
VEON, Dorothy H. 

The office worker in a centralized system. 
Inter Rev for Bus Ed 59: 104-13 Ap 

The school administrator and automation. 
Advanced Megt-Office Exec 1: 27-30 §S 

Secretarial education with a future. Amer 
Bus Ed Y 19: 3-19 

Today’s office indicates some new directions 
for tomorrow! Sec 22: 26-29 Jl 

VOCATIONAL education 

Agenda for action. Bus Ed Forum 17: 1-2, 
32 D 

It is not either ...or.. 
Bus Ed 38: 50-51 N 

Past and present thoughts about financing 
vccational education. Eleanor Tedesco. 
Delta Pi Epsilon J 5: 19-27 N 

Vocational education in preparation for the 
world of work. Delta Pi Epsilon J 5: 
11-18 N 

Vocational retraining. Herbert A. Tonne. J 
Bus Ed 38: 52-53 N 


. Elvin S. Eyster. J 


WwW 


WAGGONER, Carrol E. 

Qualifications and functions of a business 
education supervisor as viewed by Dade 
county business education teachers. Uni- 
versity of Florida, Ed.D. thesis ’61 

WAGNER, L. E. 

Progress in closing the materials gap in eco- 
nomic education. Nat Assn Sec Sch Prin 
Bul 46: 100-11 Mr 

WAGNER, Sister M. Alexius 
Advanced typewriting and the CPS examina- 
tion. Bus Ed Forum 16: 24 Ap 
WAGONER, George A. 
Space age vocabulary. Sec 22: 30-31 Jl 
WAHL, Sister Mary Evina 

A study to determine adequacy of the book- 
keeping curriculum in meeting the needs 
of firms employing graduates of St. James’ 
business school, Baltimore, Maryland, 
from the years 1957, 1958, and 1959. 
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WAHL, Sister Mary Evina (continued) 
Catholic University of America, M.A. the- 
sis "61 

WAKEFIELD, Donald S. 

A test to determine the relative effectiveness 
of different styles, colors, and return order 
solicitation methods in sales letters. J Bus 
Ed 38: 116 D 

WALEJKO, Charles 

Overhead projector plus photocopy machine 
plus blackboard equals better teaching. 
Bus Ed World 43: 18-19 N 

WALKER, Arthur L. 

The role of supervision in business educa- 

tion. N Bus Ed Q 30: 36-41 My 
WALKER, Charles R. 

Business and economics for all college stu- 
dents. Bal Sheet 43: 349-51 Ap 

Business and economics in the general edu- 
cation programs of colleges and universi- 
ties. University of Oklahoma, Ed.D. thesis 
61; J Bus Ed 37: 157 Ja; N Bus Ed Q 
31: 68-69 O 

WALKER, Lauren and Robert I. Dickey 

Current reading. See issues J Accy 

WALKER, Mae 
Do you know that. See issues J Bus Ed 
WALLACE, Ruth A. 

The rationale for bookkeeping and account- 
ing in public school curriculums, 1821- 
1961. San Jose State College, M.A. thesis 
61; N Bus Ed Q 31: 69-70 O 

WALTERS, S. George, Max D. Snider, and Morris 
L. Sweet 

Readings in marketing. South-Western. 842 

p $8 
WALZ, Edgar 

A proposed program of business education 
for ministerial students of the Lutheran 
church—Missouri synod. Ball State Teach- 
ers College-Indiana University, Ed.D. the- 
sis 61; J Bus Ed 37: 251 Mr 

WANOUS, Senedi J. 

Business education in Sweden. Bus Ed For- 

um 16: 18-22 My 
WARD, A. Dudley 

A Protestant views the encyclical and Catho- 
lic social action. Cath Bus Ed R 14: 7-22 
Fall 

WARMKE, Roman F. 

A concept of supervision. N Bus Ed Q 31l- 

35 My 
WARNER, Richard A. 
Offset duplicating. Bus Ed Forum 16: 8-11 


My 
WARREN, Dwight H. 
Expanding horizons in general business train- 
ing. Bal Sheet 44: 112-13, 142 N 
WASLEY, Robert S. 
A perspective of operations research. Coll 
N & V 15: 13-17 My 
WATERMAN, Roland C. 
A philosophy of administration and super- 
vision. N Bus Ed Q 30: 5-10 My 
WEAVER, Robert G. 
See Strong, Earl P. 
WEEKS, Edwin 
A study of the expressed employment needs 
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WEEKS, Edwin (continued) 
of employers in the Syracuse metropolitan 
area with implications for the office occu- 
pations program in the Syracuse public 
schools. Syracuse University, Ed.D. thesis 
61; J Bus Ed 38: 75 N 
WEIMER, Sally W. 
See Randall, Clarence B. 
WELLMAN, Rowena 
See Miller, Ernest E. 
WELLS, Inez Ray 

Business education in the multipurpose 

schools of India. N Bus Ed Q 30: 56-59 
r 
WELSH, Ava M. 

Office practice is the place to practice office. 

Bus Ed Forum 17: 22 O 
WERTHEIMER, Harold R. 

Gregg notehand for the college bound. CEA 

Y 24: 18-23 
WEST, Leonard J. 

Bases for evaluating research. Delta Pi Ep- 
silon J 5: 1-10 N 

Implications of research for teaching type- 
writing. Delta Pi Epsilon Research Bulle- 
tin No. 2. University of Denver, Denver 
2, Colorado. 34 p $.50 

See also Wilk, Roger E. 

WESTERKAMP, Ila 
Memo to CPS candidates. Sec 22: 6-7, 11 F 
WHALE, Leslie J. 

The administrative implications of supervi- 
sory problems and techniques. N Bus Ed 
Q 30: 60-65 My 

See also Huffman, Harry 

WHEELER, Lloyd R. 

Three filmstrips: suggested methods of solv- 
ing three human relations problems of co- 
operative part-time trainees. University of 
Minnesota, M.A. thesis ’61 

WHITCRAFT, John E. 
See Schneider, Arnold E. 
WHITE, Fletcher L., Jr. 
Memo: to the beginning typing teacher. Bus 
Ed World 42: 21 My 
WHITE, Helen 
NSA the professional way. Sec 22: 4-5 N 
WHITE, Jane F. 

Materials for economic education. Bus Ed 
World 43: 27 D 

Teaching aids. See issues Bus Ed World 

WHITTLE, Marie 

Ask more, get more—in first-semester short- 
hand. J Bus Ed 38: 15-16 O 

Do we have criteria for predicting shorthand 
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